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1 
Introduction 


About Suite 7 Cashiering 


The Suite 7 Cashiering Module allows you to perform all the hotel cashier’s functions. 


In this manual you will find step-by-step instructions to guide you through most of the 
basic Cashiering functions you will require. However, as you get to know and use Suite 
7, you will discover that many functions can be performed in more than one way—as 
well as using shortcut keys—and you will naturally choose the methods you find most 
convenient. 


Whenever you login Suite 7 asks you to type in your ID and cashier number. This lets 
Suite 7 confirm your right to cashiering options and tells it where to record your 
transactions. Each cashier has an individual ID to log in with, and is either given a 
permanent cashier number as well, or uses the cashier number assigned to the current 
shift. 


At the end of each shift you close your cashier and perform a shift drop. If you forget to 
do this, the night audit program will close your cashier, but assumes that all the 
money is still in your cash drawer the next day. 


Shortcuts 


While many desk clerks prefer to choose an option by clicking on a screen button with 
the mouse, others find they work faster using keyboard combinations. For example, 
Ctrl + B opens the Billing toolbar, and Tab moves the cursor from one field to the next 
within a dialog box. 


Many keyboard shortcuts are mentioned in the chapters of this manual. For full 
details see “Navigation keys ,” page 13. 
Euro Compliant and Dual Currency Versions 


Suite 7 comes in a Euro version, which is fully compliant with all the regulations set 
down by the Euro Commission. When the Euro parameter is ON, all transactions are 
stored in both local currency and Euro, and both columns are balanced. 
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Suite 7 also comes in a Dual Currency version. When the Dual parameter is ON, the 
hotel can define any two balanced currencies. This is useful in countries with “soft” 
currencies, in which hotels are used to managing their ledgers in a currency other than 
the local one. 


If you are working with either the Euro or the Dual Currency versions, you will find 
currency radio buttons on many of the dialog boxes, which enable you to switch 
between the Base and the Parallel currency, and also—where applicable—Contract 
(foreign) currency. For more details see “Euro Compliant and Dual Currency Versions,’ 
page 9. 


2 


Getting Started 
Logging In 


To use the Suite 7 Front Office system, you need to login with a User ID and Password. 
To access and input Cashiering data you need to login with your Cashier number and 
Password. 


To Log in to the Suite 7 Front Office: 


1. From the Windows desktop, double-click on the Suite 7 icon S| 
The Suite 7 login dialog box appears. 


(] Micros-Fidelio Front Office 


User .D. I 
Password 


Login Exit 
v4 @ 


Type your user identification in the User I.D. field box. 
Tab to the Password field box. 


Type your secret password in the Password field box. 


aoe © NS 


Click LOGIN. 
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The Suite 7 Front Office main menu screen appears. 


[©] Micros-Fidelio Front Office 7.13 (S) 09/09/02 RARE ES 


EPOCVVe 


Micros-Fidelio Demo Program & 


Astar ||| Géurgd >| |[[iFidetio Front Office V... BWQg [WR B® 3.05PM 3:06 PM 


At the top left of this screen are the six Suite 7 speed icons, which each start one 
of the main user modules. 


Cashiering Icon 


Click on the Cashiering icon. 


The Cashiering speedbar is displayed. 


This speedbar is the starting point for all Suite 7 Cashiering functions. 


Note: The cashiering speedbar displays up to seven buttons at a time. 
Depending on how your system is set up, you may have more—or less— 
than seven buttons. 
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2. To access additional buttons, click the right arrow at the right side of the 


speedbar. 


The buttons on the left disappear, the other buttons all move left, and the 
additional buttons appear on the right. 


w~ 


the speedbar. 


The Cashiering Desktop 


To toggle back to the previous button display, click the arrow on the left side of 


The remaining chapters in this manual run you step-by-step through the Cashiering 
functions. Table 1 below summarizes these functions. 


Table 1: Speedbar Button Functions 


This Icon: — Is called: 
Billing 


Postings 


Cashier Functions 


Close Cashier 


Passer-by 


Quick Check-Out 


Receivables 


Travel Agency 
Processing 
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And does this: 


Opens the Billing Guest Search window, from where 
you access guest’s bills 


Opens the Postings Menu speedbar, from which you 
post charges to one or more guests’ bills 


Opens the Cashier Options speedbar 

Balances your cash drawer for the day and prints out 
your transactions for the auditor 

Used to post charges to a guest who is not staying at 
the hotel 

Opens the Quick Check-Out dialog box 


Opens the Account Receivable speedbar 


Opens the Travel Agency Processing dialog box 


Introduction 


Navigation keys 


Accelerator keys 


Suite 7 Front Office has accelerator keys that allow you fast access to a field box on a 
screen or dialog box. When a letter is underlined you can press the Alt + letter or 
Shift + Alt + letter keys and the cursor moves into the field box. For example, on the 
New Reservations screen the letter “A” is underlined in the Arrival date field. By 
pressing the Alt + A keys or the Shift + Alt + A keys, the cursor moves into the 
Arrival date field box. 


To use the accelerator keys: 
From the screen or dialog box, press: 
Alt + letter 
OR 
Shift + Alt + letter. 


The cursor moves into the field box. 


Control keys and Shortcut keys 


Suite 7 Front Office has control keys and shortcut keys that allow you to perform 
actions directly from the keyboard without having to use the mouse. Using these keys 
saves you time. For example, to open the Detailed Availability screen you would open 
the Quick Keys main menu and click on the icon. When you use the control keys, to 
open the Detailed Availability screen, use the control key Ctrl + D. The Detailed 
Availability screen opens. 


For Suite 7 Front Office control keys, see Table 2. 
For Suite 7 Front Office shortcut keys, see Table 3, page 14. 


Table 2: Suite 7 Front Office control keys 


Control Key Menu Item 
Ctrit+A Arrivals 

Ctri+B Billing 

Ctrl+C Copy 

Ctri+D Detailed Availability 
Ctrl +E Postings 

Ctrl + F Floor Plan 
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Control Key 
Ctrl+G 

Ctrl +H 

Ctrl + 

Ctrl + J 

Ctrl +K 

Ctrl +L 
Ctri+M 
Ctri+N 
Ctri+O 

Ctrl + P 
Ctrl+Q 
Ctri+R 
Ctrl+S 

Ctrl + T 
Ctrl+U 
Ctrl+V 

Ctrl +W 
Ctrl + X 

Ctrl + Y 

Ctrl +Z 
Shift + Alt + P 
Shift + Alt + C 


Menu Item 

Groups 

House Status 
In-House 

Calendar 

Internal Use 

Room Rack 
Messages 

New Reservation 
Telephone Operator 
Control Panel 
Quick Keys 

Rate Plan Query 
Room Search 
Information Book 
Update Reservation 
Paste 
Arrivals/Stayovers/Departures 
Cut 

Occupancy Graph 
Calculator 

Profiles 

Cashier Functions 


Table 3: Suite 7 Front Office shortcut keys 


Shortcut Key 

F1 

Alt + F4 

F10 

Shift + F10 

Ctrl + F10 

F12 

Alt + Down arrow 
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Description 

Displays the Help window. 

Closes the active window and logout. 

Closes all active windows. 

Displays a pop-up menu. 

Toggles the cursor into/out of the menu bar. 
Moves the cursor from a data field to the grid. 
Displays a combo box. 


Shortcut Key 
Alt + Spacebar 
Tab 


Shift + Tab 

Ctrl + Tab 

Ctrl + Shift + Tab 
Escape 


Home 

End 

Ctrl + Home 
Ctrl + End 
Page Up 
Page Down 


Introduction 


Description 
Toggles the menu bar on/off. 


Moves forward through the fields /options. 
Moves to the next field and confirms the entry. 


Moves backward through the fields/options. 
Moves forward through tabs. 
Moves backward through tabs. 


Cancels the current action. 
Removes a Combo box before a selection has been made. 


Moves the cursor to the beginning of a field. 
Moves the cursor to the end of a field. 
Moves the cursor to the first editable field. 
Moves the cursor to the last editable field. 
Pages forward through the records. 

Pages backward through the records. 
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The Quick Keys 


Suite 7 Front Office allows you to select the Quick Keys main menu from any screen. 
The Quick Keys are shortcuts to screens, searches, and desktop tools. Using these keys 
allows rapid access to information without having to leave the section that you are 
currently working on. For example, a customer is making a new reservation while at 
the same time asking questions about restaurants in the area. You can use the 
Information Book quick key for restaurant information instead of aborting the new 
reservation screen, looking up the restaurant information, closing the Information 
Book, and reopening the new reservation screen. 


Opening the Quick Keys main menu 
To open the Quick Keys main menu: 
Hold down the Ctrl key while pressing Q (Ctrl + Q). 


The Quick Keys main menu appears. 


For Quick Keys main menu icons, see Table 4. 


Table 4: Quick Keys main menu icons 


Icon Description Shortcut Key 
Detailed Availability Ctri+D 
Control Panel Ctrl +P 
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Description 
Maximum Availability 


House Status 


Rate Plan Query 


Room Search 


Room Rack 


Floor Plan 


Occupancy Graph 


Information Book 


Telephone Operator 


Arrivals/Stayovers/Departures 


Calculator 


Log Book 


Calendar 


Shortcut Key 
Shift + Alt + M 


Ctrl +H 


Ctri+R 


Ctri+S 


Ctrl +L 


Ctrl + F 


Ctrl + Y 


Ctrl + T 


Ctri+O 


Ctrl +W 


Ctrl + Z 


Shift + Alt + L 


Ctri+J 


Introduction 
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Icon Description Shortcut Key 


The Date field 


The format of the dates and the separators between the dates may vary from one hotel 
to another. The date format is defined in the system configuration. 


Typical date formats include the following: 


MM/DD/YY 
> DD/MM/YY 
> MM-DD-YY 
> DD-MM-YY 

DDMMYYYY 


You can type the date with or without separators. You can also type the current day 
and month without the year and the year will default to the current year. 


There are many date fields in the system. For example, Start date, Arrival date, or 
Date. The date can be either a specific date or an as of date. 


Start Date josvogr99 7] Arrival Date 09/09/99 ¥| | Date [og 409/99 +| 


A specific date is when you need to see what happened on that day. For example, you 
need to see which guests have departed 09/09/99. 


An as of date is when you need to find out information starting from that date. For 
example, you need to read the occupancy graph starting from 09/09/99 through 
12/09/99. 


Note: For setting up the date format, see the Suite 7 Configuration 
Manual. 


Changing the date 


The date can be changed by typing a new date or using the calendar. 
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Typing a new date 
To type a new date: 
1. Place the cursor in the Date field box. 
2. Type the new date in the Date field box. 
3. Press the Tab key. 

The date is changed. 


Changing a date using the calendar 
To change a date using the calendar: 


1. Click the drop down arrow = next to the Date field box. 


The calendar appears. 


4) September 2001 _ J 


Su Mo Tu We Th Fr Sa 


2. Change the month to a previous month or future month by clicking the horizontal 
arrows located on the top of the calendar or by pressing the Page Up or Page 
Down key. 


3. Change the year to a previous year or future year by pressing the Ctrl + Page Up 
or Ctrl + Page Down key. 


4. Place the cursor on the date and click the left mouse button or move the keyboard 
arrow keys to locate the date and press Enter. 


The date is now changed. 


Selecting a range of dates using the calendar 


You can select a range of dates. For example, to reserve a new reservation both the 
arrival date and departure date must be entered. The From date is the arrival date 
and the To date is the departure date. 


To select a range of dates using the calendar: 


1. Click the drop down arrow ~ next to the Date field box. 
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The calendar appears. 


| September 2001 >i 


Su Mo Tu We Th Fr Sa 


2. Change the month to a previous month or future month by clicking the horizontal 
arrows located on the top of the calendar or by pressing the Page Up or Page 
Down key. 


3. Change the year to a previous year or future year by pressing the Ctrl + Page Up 
or Ctrl + Page Down key. 


4. Select the date which is the From date. 


Press the Shift key while clicking the right horizontal arrow on the keyboard 
until you have highlighted the date that is the To date. 


The date range is highlighted on the calendar. 
6. Press Enter. 


The dates are changed. 
Displaying corresponding screens and dialog boxes 


Using the blue drill down arrow 


When there is no blue drill down arrow next to the field, this indicates that no 
additional information can be displayed for the field. 


Many fields have a blue drill down arrow is next to it indicating that there is 
additional information that can be displayed. 
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i q 


21 709/39 | | i 


For example, by double clicking in the OO Rooms field box, the Out of Order screen 
appears. 


To display corresponding screens and dialog boxes using the blue drill down 
arrow: 


1. Place the cursor in the field box. 


2. Double click inside the field box with the left mouse button. 


The corresponding screen appears. 


20/09/99 24/09/99 
20/09/99 24/09/99 
20/09/99 24/09/99 
20/09/99 24/09/99 
20/09/99 24r09/99 
20/09/99 24109199 


Using the buttons 


Many screens and dialog boxes have buttons that are activated. You can open other 
screens and dialog boxes by clicking these buttons. 


The letters within the buttons can be shaded different colors. 


For Suite 7 Front Office button colors, see Table 5, page 22. 
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Table 5: Suite 7 Front Office button colors 
Color of the letters Example What the color represents 


Gray f The button is deactivated indicating that you 
cannot click the button. This can be because the 
option is not active in your hotel or that you do 


not have the user rights to use this option. 


Black The button is activated indicating that you can 
click the button and another screen or dialog box 


appears. 


KB 


Printing screens and dialog boxes 


Suite 7 Front Office allows you to print some of the screens and dialog boxes. You can 
print to a printer or to a file. 


There are two ways to print a screen or dialog box: 

> clicking the PRINT button, if present and activated. 

> clicking the pop-up PRINT button, which is displayed by clicking the right mouse 
button. 

Printing by clicking the print button 

To print by clicking the print button: 


> From the screen or dialog box, click the PRINT button. 


Print 


The contents of the screen or dialog box are sent to the printer. 


Printing using the print pop-up 


Many screens and dialog boxes that do not have a Print button can be printed by using 
the Print pop-up. Printing via the Print pop-up also gives you the option of customizing 
your report by selecting desired print options. 


Printing without selecting print options 


Note: The contents of the screen or dialog box are sent to the printer in 
print table format. 


Page 22 


Introduction 


To print without selecting printing options: 


1. 
2. 


From the screen or dialog box, place the cursor on the white portion of the screen. 
Click the right mouse button. 


A pop-up PRINT button appears. 


Click the pop-up PRINT button. 
The Grid Print dialog box appears. 


Print Availability as of 09/09/99 11:02:41 ? 


a Advance | Abort 


Click PRINT. 


The contents of the screen or dialog box are sent to the printer in print table 
format. 


Printing with printing options 


The Table Print dialog box allows you to customize your report. The printing options 
include: 


> Defining the table format 
> Defining headers and footers to appear in each page of the report 


> Defining a header to appear at the beginning of the report only and/or a 
summary to appear at the end of the report only 


> Previewing the table before printing 


> Saving the table format to a file and accessing previously saved formatting 


Note: The contents of the screen or dialog box are sent to the printer in 
print table format. 
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Opening the Table Print dialog box 


To open the Table Print dialog box: 


1. 
2. 


From the screen or dialog box, place the cursor on the white portion of the screen. 


Click the right mouse button. 


A pop-up PRINT button appears. 


Print .. 


Click the pop-up PRINT button. 
The Grid Print dialog box appears. 


Grid Print 


eit] Advance | abot _| 


Click ADVANCE. 


The Table Print dialog box appears. It contains seven command buttons (see 
Table 6, page 25) and three tabs: 


> 
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Format tab: Used to define the table format (see “Formatting the report,” page 
25). 


Introduction 


> Page tab: Used to define headers and footers to appear in each page of the report 
(see “To define headers and/or footers for each page of the table,” page 29). 


> Report tab: Used to define a header to appear at the beginning of the report only 
and/or a summary to appear at the end of the report only (see “To define a table 
title and/or summary,” page 28). 


Table 6: Table Print dialog box command buttons 


Click this To do this 
command button 


Save a document. 

Create a new document. 

Load an existing document. 

Set report properties, file name, description, and job 
name. 


Send a print table to the printer. 


Preview the print table before printing. 


Preview 


Close the Table Print dialog box. 


Formatting the report 
There are three formatting options available: 
> Style: specifies the type of grid lines to appear in the table. 


> Horizontal Separator: specifies a horizontal guide, in addition to the horizontal 
grid lines, to facilitate reading the lines of the table. 


> Title and Summary options: Indicates that there is to be a table title and/or 
summary, and specifies whether it should have a grey shaded background to 
make it easy to recognize. 


Actual title and summary text is entered in the Report tab. 


Page 25 


Suite 7 Cashiering Manual 


To select the formatting options: 
1. Onthe Table Print dialog box, click the FORMAT tab. 
The Format tab appears. See Table 7, page 27. 


«& 5 | Table Print BE 
Report | Page Format | 
; Style aes Horizontal Separator 

C 1.None None 

@ Line 

© 2HorizontalLines === C Gray 

© 3Nertical Lines | | | | Every j 5 lines 

@ 4 Both 

Title and Summary options 
=F [2 Table Titles Gray Table Titles 


Table Summary T Gray Table Summary 


Print Preview Abort 
: ® 


2. Click one of the STYLE radio buttons. 
The Preview displays the selected grid style. 
38. Check one or more check boxes next to TITLE AND SUMMARY OPTIONS. 


The Preview displays the selected option. 


Note: If you selected Table Titles or Table Summary, you must enter 
the text into the Report tab. See “To define a table title and/or 
summary,” page 28. 


4. Click one of the HORIZONTAL SEPARATOR radio buttons. 
The Preview displays the selected separator. 
5. Type a number in the Every x lines field box. 


6. Ifyou want headers and footers, continue with “Defining headers and footers for 
the table,” page 27. 


Otherwise, continue with “Printing from the Table Print dialog box,” page 29. 
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Table 7: Table Print dialog box Format tab options 


Printing format option Definition 

Style 

None There are no grid lines in the print table. 

Horizontal Lines Only horizontal grid lines, between each section, appear 
in the print table. 

Vertical Lines Only vertical grid lines, between each column, appear in 
the print table. 

Both Both horizontal and vertical grid lines appear in the print 
table. 


Title and Summary Options 


Table Titles Column headers are printed in the print table. 

The text for the title is entered in the Report tab. 
Gray Table Titles The table title is shaded gray. 
Table Summary Summary text is printed at the end of the print table. 


The text for the summary is entered in the Report tab. 
Gray Table Summary The table summary is shaded gray. 
Horizontal Separator 


None There are no horizontal lines drawn separating the rows in 
the print table. 


Lines Horizontal lines are drawn separating the rows in the print 
table. 

Lines — Every x lines Horizontal lines are drawn every “x” rows. 

For example, draw a horizontal line every 2 rows. 

Gray Alternate blocks of text lines are shaded gray and 
unshaded. Horizontal lines are not drawn separating the 
rows. 

Gray — Every x lines The number of text lines in each block. 


For example, shade 2 text lines grey, then skip the next 2 
text lines, and so on. 


Defining headers and footers for the table 


The other two tabs of the Table Print dialog box are used to enter text for headers and 
footers of the report: 
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> 


> 


Report tab: Used to enter the text for a title to appear at the beginning of the 
report only and/or a summary to appear at the end of the report only (see “To 
define a table title and/or summary,” page 28). 


The text will not appear unless the appropriate option has been selected on the 
Format tab. 


Page tab: Used to define headers and footers to appear in each page of the report 
(see “To define a table title and/or summary,” page 28). 


To define a table title and/or summary: 


1. 


Page 28 


On the Table Print dialog box, click the FORMAT tab. 


Click the TABLE TITLES and/or the TABLE SUMMARY radio buttons. If you want the 
title and summary to appear on a grey background, check those radio buttons, 
also. 


On the Table Print dialog box, click the REPORT tab. 
The Table Print dialog box reappears displaying the Report page 


Page | Format | 


Output options | 
@ Printer 

C File 

‘D \Fidelio\Fo_Data\Print.Prn | 


Type the title text in the HEADER field box. 


Type summary text in the SUMMARY field box. 
Click the radio button for the output form you want: 
> PRINTER 


> FILE Click on the filename field below to open a browser from which you can 
select the name of the output file. 


Continue with “To define headers and/or footers for each page of the table,” page 
29. 


OR “Printing from the Table Print dialog box,” page 29. 


Introduction 


To define headers and/or footers for each page of the table: 


1. 


2. 
3. 
4. 


On the Table Print dialog box, click the PAGE tab. 
The Table Print dialog box appears displaying the Page page. 


Report | Format | 


Header 


—— 


Footer 


TT 


Type header text in the Header field box. 


Type footer text in the Footer field box. 
Continue with “Printing from the Table Print dialog box,” page 29. 


Printing from the Table Print dialog box 


To print from the Table Print dialog box: 


1. 


4, 


On the Table Print dialog box, click the REPORT tab. 

The Table Print dialog box reappears displaying the Report page 
Click the PRINTER radio button. 

Click PRINT. 


The contents of the screen or dialog box appear on the Preview print table screen 
in print table format. (See “Previewing before printing,” page 29). 


From the Preview print table screen, click PRINT. 


The print table is sent to the printer. 


Previewing before printing 


The print table can be previewed before printing. 


To preview before printing: 


1. 


From the Table Print dialog box, click PREVIEW. 
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The Preview print table screen appears displaying the contents of the screen or 
dialog box in print table format. 


Fidelio Version 7 for Windows 
Thursday, September, 9, 1999 


Meoimum Availability 


Tctal(i 2) 


For Preview print table screen command buttons, see Table 8. 


Table 8: Preview print table screen command buttons 


Click this To do this 
command button 


Enlarge the display of the print table. 


Reduce the display of the print table. 


Display the first page of the print table. 
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Click this To do this 
command button 


Turn back the page of the print table by one page. 


Advance the page of the print table by one page. 


Display the last page of the print table 


Send the print table to the printer. 


Close the Preview print table screen. 


Saving and accessing print table files 


You can save the print table formatting to a file. This format can then be accessed at a 
later date and applied to a current print table. 


Saving a print table format to a file 


The formatting of the table is saved to a file, with any selected print options, such as 
titles, headers, and footers. 
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To save a print table to a file: 


1. 


7. 


From the Table Print dialog box, click SAVE AS, and enter a filename and 
description (optional). 


The SAVE button is activated. 


Format the report as explained in the above sections. You may also preview the 
table, if desired. 


On the REPORT tab, select the FILE radio button. 
The FILENAME field is activated. 


If you wish to select a different filename, click on the filename field, select the file 
from the browser that appears, and click SAVE. 


If you make more changes in the printing options, click SAVE to save the changes. 


If you want to print the report now, as well as save to a file, click PRINT. (See 
“Printing from the Table Print dialog box,” page 29.) 


When you are finished, click ABORT to exit the Table Print dialog box. 


Accessing an existing print table format 


You can access a print table format that you have saved. You can: 


> 
> 
> 
> 


Print the document as is. 
Edit the document, print and re-save it. 
Delete the document. 


Edit the document properties. 


To access an existing print table file: 


1. 
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From the Table Print dialog box, click LOAD. 


The Documents List dialog box appears. 


Introduction 


21/01/01 21/01/01 5 


2. Select the desired Print Table from the list. 
3. You may delete a document, view the properties, or load it. 


> To delete the selected document, click DELETE, and confirm the deletion. 


> To view and edit the properties, click PROPERTIES 


The Properties dialog box appears. 
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21x! 
TEST3 


Telephone Bill 
au Iie IPROFILESEARCH GRID 


Fake 


> To load the selected file, click SELECT. 


The selected file is loaded and can be edited and printed from the Table Print 
dialog box. (See “Printing from the Table Print dialog box,” page 29.) 


Exiting the Suite 7 Front Office 
To exit the Suite 7 Front Office: 


1. Close all open screens and dialog boxes. 


2. Click the exit icon rs on the Suite 7 Front Office main menu screen. 


The Login screen appears. 


(J Micros-Fidelio Front Office 


| 


3. Click EXIT. 


The Suite 7 Front Office is closed and the desktop appears. 
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Posting and Billing 


Most guest ledger administration is performed using one or other of the Billing 
functions. These enable you to select any guest, view the guest’s bill, post additional 
charges, correct existing charges, adjust earlier charges, and check a guest out of the 
hotel, as well as perform many other functions. 


Billing functions are performed by selecting a guest’s name from the Billing Guest 
Search list and then opening that guest’s bill. You then choose a function, either 
directly from the bill, or from a toolbar activated by a button on the bill, or using the 
Pop-up (right click) menu. 


Sometimes a guest’s bill is paid by more than one source. For instance, an employer 
may pay the guest’s room and tax, while the guest pays all other charges. Suite 7 
allows you to divide a guest’s bill into “folios”, where each folio contains specific types 
of charges. For example, one folio could contain all “Room and Tax” charges, while 
another folio would be defined as “all unrouted charges.” The guest would settle the 
“all other charges” folio, while “Room and Tax” would be billed to the employer. 


Suite 7 allows up to ninety-eight folios per guest bill. Once folios have been defined for 
a particular guest, charges are automatically routed to the correct folio and displayed 
in that folio. You can print the charges and apply payments to each folio separately. 
However, because all the charges are attached to the same guest bill, you can move 
charges freely from one folio to another. 


Up to four folios in a bill can be displayed on the screen at one time. Other folios from 
the same bill are activated by clicking on the relevant folio tab at the right edge of the 
guest bill. 


In addition it is possible to bill charges to a reserved guest (pre-arrival). 
Navigation 


Opening a Guest's Bill 
To open a guest’s bill: 


1. From the Suite 7 main screen, click once on the CASHIERING icon. 
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3. 
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The Cashiering speedbarG@ypuigiiag icon 


Billing icon 


On the Cashiering speedbar click the BILLING speed button. (Alternatively click 
[Ctrl+B].) 


The Cashier Login dialog box appears. 


_ ]Micros-Fidelio Front Office 


Enter your Cashier number and password, and click LOGIN. 


The Billing Guest Search dialog box appears. 


Posting and Billing 


[ [Room [Guest Name __[Amival_[Departre[Balance [Same [Company | 


| 9001 = AAIT77-Crew 
fics Aceti, Ralph 
iss Adair, Scott 
J)i42 Al Matrouk, Faisal 
205 Andrews, William 
fio Baker, U. 

Jjiuit = Bames, Laura 
|_| 112 Barson, J. 

i 221 Brewster, Maureen 
| 115 Broadhurst, Chris 
Jig Bush, Mike 
134 Bush, P. 

i 116 Cameron, Joana 
z 125  Chuna, Dennis 


Room i 
Name j 

Group pf 
Paty fT 
Aviva Wate , # 


09/08/01 01/03/02 5,890.00 Checked In American Airlines AAITTI-C: 

oovoo/o1 10/09/01 179.80 Checked In Rockwell International 

oovogvo1 10/09/01 0.00 CheckedIn The Boot Factory 

2708/01 (09/09/01 1.00 Due Out 

23/08/01 10/09/01 3,141.00 Checked In 

2708/01 13/09/01 58.00 Checked In American Airlines AAITT7-Crev 

20/08/01 14/09/01 3,784.00 Checked In 

27/08/01 10/09/01 58.00 Checked In American Airlines AAIT?7-Crev 

23/08/01 14/09/01 2,944.00 Checked In Digital Equipment 

20/08/01 15/09/01 3,666.00 Checked In New York Stock Excha 

2708/01 16/09/01 1,990.50 Checked In Saks Sth Avenue 

28/08/01 | 14/09/01 35.00 Checked In Fidelio Software GmbH FID2205 

23/08/01 15/09/01 3,892.00 Checked In Fidelio Australia 

26/08/01 09/09/01 2,480.00 Due Out | 
» 


T Expected Departures 
Tl” In-house and Checked Out 
I Checked Out Only 


I Pre-Arrivals a 
I Exclude "P" Rooms 


4. When none of the checkboxes are checked, the Billing Guest Search lists all guests 
currently in-house. You can use one of the checkboxes as a partial search tool, to 
locate the guest bill you require (see Table 9, below). 


Table 9: Partial Search Checkboxes (Billing) 


This checkbox... 
Expected departures 


In-house and Checked Out 


Checked Out only 


Pre-Arrivals 


Exclude “P” Rooms 


Does this... 


Lists all guests due to leave today. From here you can 
select individual guests to check out, or use ZERO BALANCE 
CHECK-OUT (which checks out guests with a zero balance, 
without opening the Billing screen). 


Lists all guests currently in-house, all guests due out, and 
all guests who checked out today. 


Lists only guests who checked out today. 


Guests who checked out on a previous day do not appear 
in this module. 


Lists all guests due to arrive today, as well as all 
reservations for future dates. 


Activates an Arrival Date field, so you can search the 
listing by arrival date. 


Excludes “P” rooms from the selected listing. 
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6. 
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Locate the entry (or entries) for the guest(s) whose bill you want, using one of the 
following methods: 


> 
> 
> 


> 
> 


Scroll down the list 
Type the guest’s room number, in the Room field, and press [Tab] 


Type the guest’s last name—or just the first letter(s) of the last name—and 
press [Tab] 


Type the name of the group or party in the Group or Party field. 


Click on the Arrival Date field and select a date from the calendar that 
appears, and press [Tab. (Only when Pre-Arrivals is selected.) 


All guest entries, which satisfy the search criteria, appear in the Billing Guest 
Search dialog box; all other entries disappear. 


Boom | T Expected Departures 


Name hen I In-house and Checked Out 

Group | I Checked Out Only 

| gee Select All Close 
Arrival Wate | ra | T Exclude "P" Rooms ¢ =f 2 


atus Company Group “| 
a 5 j i 


1,355.00 Due Out Rockwell International 


wil 


Select the guest or guests you want to display, and click SELECT. (To select all the 
guests listed in the current grid, click SELECT ALL.) 


The Billing dialog box for the chosen guest appears. 


Note: If there is a message waiting for the guest you will receive a 
Message prompt before the Billing dialog box opens (see Messages to a 
Guest on page 43 below). 


Posting and Billing 


Note: If your hotel uses a default Check-out time (setup in Hotel Data 
from Fconfig.), and a guest comes to check out after this time, Suite 7 
displays a warning message: “Check-out time exceeded.” 


Note: If your hotel uses the Check-out Message option (setup in the 
accounting menu from Fconfig.), and the condition for the message 
applies to the selected guest folio, Suite 7 will display the message at 
this point. This message could contain such information as “VIP guest, 
call the duty manager.” 


_ Billing Mr. Laura Barnes Room: 111 


Arrival: 20/08/99 Departing: 14/09/99 Persons: 1 Rate Code RACK VP - President Clube ce Balance: 


101 *Tax 20/08/99 
200 *Breakfast 20/08/99 
100 *Room Charge 21/08/99 
101 *Tax 21/08/99 
200 *Breakfast 21/08/99 
100 *Room Charge 22/08/99 
101 *Tax 22/08/99 
200 *Breakfast 22/08/99 
100 *Room Charge 23/08/99 
101 *Tax 23/08/99 
200 *Breakfast 23/08/99 
220 Caf, Jardin 23/08/99 
500 Telephone 23/08/99 


Figure 1. A guest's bill (single folio) 


Pre-Arrivals 


You can also post charges to pre-arrivals, guests who have reservations, but have not 
yet checked-in. The Pre-billing screen functions exactly like the Billing screen, except 
that it can accept a deposit and cancel a reservation, but cannot make a settlement. 
(See“Pre-Billing,” page 226.) 
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To open the bill of a guest who has not yet checked-in: 


1. From the Suite 7 main screen, click once on the CASHIERING icon. 


a Cashiering icon 
The Cashiering speedbar appears. 


Billing icon 


2. On the Cashiering speedbar click the BILLING speed button. (Alternatively click 
[Ctrl+B].) 


The Cashier Login dialog box appears. 


_ ]Micros-Fidelio Front Office 


3. Enter your Cashier number and password, and click LOGIN. 


The Billing Guest Search dialog box appears. 
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4. Check the Pre-Arrivals checkbox. (See Table 9, above). 


Acett, Ralph 


oo/09/01 


10/09/01 


179.80 Checked In 


Posting and Billing 


Rockwell International 


Adair, Scott 


oo/09/01 


10/09/01 


0.00 Checked In 


The Boot Factory 


Al Matrouk, Faisal 


27/08/01 


Oo/09/01 


1.00 Due Out 


Andrews, William 


23/08/01 


10/09/01 


3,141.00 Checked In 


Baker, U. 


2708/01 


13/09/01 


58.00 Checked In 


American Airlines 


AAIT?77-Crev 


Barnes, Laura 


20/08/01 


14/09/01 


3,784.00 Checked In 


Barson, J. 


27/08/01 


10/09/01 


58.00 Checked In 


American Airlines 


AAIT?I7-Crev 


Brewster, Maureen 


23/08/01 


14/09/01 


2,944.00 Checked In 


Digital Equipment 


Broadhurst, Chris 


20/08/01 


15/09/01 


3,666.00 Checked In 


New York Stock Excha 


Bush, Mike 


27/08/01 


16/09/01 


1,990.50 Checked In 


Saks Sth Avenue 


Bush, P. 


23/08/01 


14/09/01 


35.00 Checked In 


Fidelio Software GmbH 


FID2205 


Cameron, Joana 


23/08/01 


15/09/01 


3,892.00 Checked In 


Fidelio Australia 


Chuna, Dennis 


ASivel Wate 


26/08/01 


O9/09/01 


2,480.00 Due Out 


Only expected guests appear in the Billing List. 


, 


stp pp } 


Room |Guest Name 


Acet, Ralph 


Arnval  |Departure|Balance 


09/10/01 


10/10/01 


0.00 


Rockwell International 


P| 


Group 2 


Acet, Ralph 


13/09/01 


19/09/01 


0.00 


Rockwell International 


Akasht 


10/09/01 


12/09/01 


0.00 


TAUDOS-T 


Allevato, Dave 


02/10/01 


04/10/01 


0.00 


Saks Sth Avenue 


Black, Melisa 


10/09/01 


11/09/01 


-100.00 


Bon0909 


Boid, Jane 


10/09/01 


11/09/01 


0.00 


Bon0909 


BonO909 


10/09/01 


11/09/01 


0.00 


Bon0909 


09/09/01 


10/09/01 


easel Oe Siiy 


mele | 


5. Select the desired guest(s) as described in step 5, page 38 and step 6, page 38. 


The Pre-Billing screen appears for the selected guest(s). 
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Arrival 10/09/02 Departing: 13/09/02 Persons: 1 Rate Code RACK VIP - Group Manager Balance: -150.00 EU! 
ican GM on arrival ee 
(1) Walker = -150.00 1 


i se artment. [PB Date [Amount [Price a [Supplement \Reference =| BS) 


Advance Payment 09/09/02 -150.00| — -150.00| 
i 904 Advance Payment ¥ 09/09/02 0.00 0.00 1 


Info Copy 


Postings Deposits | Reservation 


CXL oe Close 


Split Adjust = 
2p | J ~S iL 


C4 Options 


Guest Bill Details 


Along the top of the suite 7 Guest Bill (see Figure 1 on page 39 above), you will find 
arrival and departure dates, number of persons and the room rate. You may also find a 
company and/or group name, a VIP status, a comment or remark, and some 
reservation lamps. 


At the top right-hand corner are the current balance and the guest status (for example 
“Checked in” or “Due Out’). 


The numbered tabs on the right edge of the bill show the number of folios contained in 
the current bill. (In Figure 1, above, there is just one folio; in Figure 2, on page 87 
below, there are two folios. For more information on folios, see Routing Specific 
Charges on a Guest’s Bill, on page 76, below.) 


When any bill is opened, the first posting in Folio 1 is highlighted. Use the scrollbar, or 
the down arrow on your keyboard, to move down the list within Folio 1. To activate a 
different folio click on the required folio tab, or use the [Tab] key on your keyboard, 
which toggles successively through the buttons and folios of the current bill. 


Re-opening a bill 


Shortly after closing a guest’s bill (or several guest bills), you realize you need to open 
it (them) again. The LAST BILL button lets you do this with one click, instead of having 
to search through the Guest List again. 
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To re-open the last bill: 

1. Open the Billing Guest Search dialog box (see Opening a Guest’s Bill, page 35 
steps 1-8). 

2. Click on LAST BILL. 


The last opened bill (or selection of bills) re-opens. 


Messages to a Guest 


If there are messages waiting for a guest when you open that guest’s bill, a message 
prompt will appear before the Billing window opens. The upper area lists all the 
messages and their status. The lower area contains the contents of the current, 
highlighted message. (Refer to Table 10, Message window options, on page 43.) 


_ ]Messages for: Mr. Bertie Wooster in Room: 315 _2|x| 


Date Time |Operator Status 


Wed 06/01/99 21:27 |SUPERVIS Lamp On at 06/01/99 21:32 by SUPERVISOR 
Wed 06/01/99 21:28 SUPERVIS Lamp On at 06/01/99 21:32 by SUPERVISOR 
Wed 06/01/99 21:29 SUPERVIS Lamp On at 06/01/99 21:32 by SUPERVISOR 


Aunt Agatha telephoned. Please call back at earliest. 


Table 10: Message window options 


Press this... To do this... 

RECEIVE Give the currently displayed message a “received” status. 
Not RECEIVE Remove “received” status from the current message. 
(toggles with Receive) 

RECEIVE ALL Give “received” status to all the messages on the list. 
NEw Write a new message to this guest. 

DELETE Delete the currently displayed message. 
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Press this... 
PRINT 


LAMP 


CLOSE 


To do this... 


Print all messages, or the currently displayed message. (A 
prompt asks you which you want to do.) 


When on, the message indicator in the guest’s room is switched 
on. When off, the indicator is switched off. 


Close the message window without changing the status of the 
message(s). 


Working with Two or More Guest Bills Together 


You may open two or more bills at the same time, from the Suite 7 desktop if you wish. 
You can also open more bills from within an already open billing window. 


Opening Two (or More) Bills Together 


To open two or more bills simultaneously: 


1. On the Cashiering Toolbar click Billing, (or press [Ctrl+B]), and login at the 


prompt. 


Billing Guest Search opens. 


2. Find the required guests either by scrolling down the list or by using one of the 
Guest Search Options (see Table 11 below): 


Table 11: Guest Search Options 


In this field... 
Room 


Name 


Group 
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Do this... To get this result... 

Type a room To select this guest only. 

number and press 

SELECT 

Type the first A list of guests beginning with the typed 
letter or letters of _ letters. You can then scroll down (if 

a name necessary) to select the right name. 
Type the first A list of guests belonging to a Group that 
letter or letters of | begins with the typed letters. You can 

a Group then scroll down this list (if necessary) to 


select the right name, or click SELECT ALL. 


In this field... 
Party 


Do this... 
Type the first 


Posting and Billing 


To get this result... 


A list of guests belonging to a Party that 


Arrival Date 
(Pre-Arrivals only) 


Expected Departures 
Only 


In-House and Checked 
Out 
Checked Out Only 


Pre-Arrivals 


Exclude “P” rooms 


letter or letters of 
a Party 


Click on the field 
and select the 
date from the 
calendar 


Check the 
checkbox 


Check the 
checkbox 


Check the 
checkbox 
Check the 
checkbox 


Check the 
checkbox 


required guest’s name. 


begins with the typed letters. You can 
then scroll down this list (if necessary) to 
select the right name, or click SELECT ALL 


A list of guests due to arrive on the 
selected date. You can then scroll down 
(if necessary) to select the right name. 


A list of all guest due out today 


A list of all in-house and checked out 
guests 


A list of Checked Out guests only 


A list of guests who are not yet checked in 
only. 


Exclude all “P” rooms from the selected 
listing. 


Select each of the required bills by clicking once in the gray box to the left of each 


A red check appears in the gray box next to each selected name. 


Bon0909 


Fuji, Furiaki 


Boom [ 
Name [tt 
Group a 
Paty 


Dove Corporation 


Arrival Date [roroa/01 x] 


10/09/01 12/09/01 


10/09/01 11/09/01 
10/09/01 15/09/01 


10/09/01 12/09/01 


io Epected|Peranures 

Je | lAciauee endi@hecked Out 
P| Checked Ont Only 

M Pre-Arrivals 

T Exclude "P" Rooms 


= (5) x) 


TAUDOS-T 


0.00 Expected Bon0909 
0.00 Expected Dove Corll 


0.00 Expected 


0.00 Expected 


TAUDOS-Ty 
»f 


. Select Close 
Last Bill nt 
. ® 
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4. Click SELECT. 


All the selected bills are opened, in a pile. Tabs for each bill appear at the bottom 
of the uppermost bill. Clicking on a bill tab brings that bill to the top of the pile. 


Mr. Mike Bush Room: 119 
Departing: 16/09/99 Persons: 1 Rate Code RACK VIP - Meeting Planer Balance: 

: Saks 5th Avenue 
ah Bush 1,926.05 ; (2) Bush 90.00 
2 Se eae ea 
100|*Room Charge list 90.00 r 
101 *Tax 27/08/99 
100 *Room Charge 28/08/99 
101 *Tax 28/08/99 
230 Jazz Club 28/08/99 
420 Massage 23/08/99 
640 Flowers 28/08/99 


100 *Room Charge 29/08/99 
101 *Tax 29/08/99 
300 Minibar 29/08/99 
640 Flowers 29/08/99 
100 *Room Charge 30/08/99 
101 *Tax 30/08/99 
100 *Room Charge 31/08/99 


Opening Additional Bills from an Open Bill 


If you have one or more bills open on the screen and you need to open more, use the 
Suite 7 pop-up menu, as follows. 


To open a guest’s bill when another bill is open: 


1. Click the right mouse button to display the pop-up menu. 
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Mey: aUest 


Iensten to wWinaGys iris: 


Note: Depending on the part of the screen you right-click, you may 
invoke the full pop-up menu (left) or its shorter version (right). They 
both contain the required “Add Guest View” option. 


Select ADD GUEST VIEW or press [Alt+G]. 
The Billing Guest Search dialog box opens without closing the opened bill(s). 


Select each of the required bills by clicking once in the gray box to the left of each 
required guest’s name. 


A red check appears in the gray box next to each selected name. 


Page 47 


Suite 7 Cashiering Manual 


|| Room |Guest Name 
| 


Al Matrouk, Faisal 27/08/01 09/09/01 
oo/og/o1 09/09/01 


Osborne, U. os/o9/01 09/09/01 230.00 Due Out American Airlines 
Paretti, E. 09/09/01 09/09/01 0.00 Due Out 


ew it 


4. Click SELECT. 


Billing Guest search closes, and the newly selected bills appear as additional tabs 
at the bottom of the uppermost bill. Clicking on a bill tab brings that bill to the 
top of the pile. 


Posting Charges to a Guest’s Bill 
A Cashier can post charges to a guest’s bill manually, either from the Billing Window, 
or using Manual Posting. 
Posting Charges from the Billing Window 
To post charges to a guest’s bill: 


1. On the Cashiering Toolbar click Billing, (or press [Ctrl+B]), and login at the 
prompt. 


The Billing Guest Search dialog box opens. 
2. Select the guest, and then click SELECT. 
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The guest’s bill opens. 
3. Click POSTINGS. 
The Manual Posting dialog box appears. 


fiz 


Note: Some of the fields, such as arrival and departure dates, balance 
and room rate, are grayed out. These are for information only, and 
cannot be altered from this dialog box. 


4. Inthe Dept field, click the down arrow (or type [Alt + J] on your keyboard). 
The Dept. drop-down list appears. 
5. Select the department matching the charge type. 


The department name and code are entered in the relevant fields. 


Page 49 


Suite 7 Cashiering Manual 


Note: Some Departments may have standard articles so that the hotel 
can keep track of individual items posted. For example Minibar may 
contain a list of items such as snacks and drinks. If you select a 
minibar Article, Suite 7 will associate it with the Minibar department 
code. In some instances, the department code or article has a fixed 
price. In such cases, Suite 7 will default the price of the item. However, 
you can override this price, as well as alter the quantity. 


6. Enter the price in the Price field. 


You may optionally enter Quantity, Remark and Reference. 


Note: If the bill has routing instructions and is divided into two or more 
folios, the default folio for this charge is shown in the Window field. If 
you need to post this charge to a different folio, type the required folio 
number into the Window field. 


7. Ifyou are adding several items with the same department code to this guest’s bill, 
click the LOCK DEPARTMENT INFO check-box to save time. 


{@ Manual 
[Room [N 


Henderson, Jack Total Postings 0.00 
Boom fiz | Due Out = Arrival 20/08/01 Departure 09/09/01 
Name [Henderson | Rate Code RACK_LOW 

Dept ji 3006] | [Whiskey Packages 


Price j 6.00 Quantity | 1. Amount 6.00 Balance 3,365.00 
Comments: Voucher!!! 


Remark j a r 
Reference j Arrangement | leek Guectinta V 
Window ful Covers j 0 Lock Department Info Vv 


8. When finished click POST. 
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The new charge is added to the Manual Posting charge list and the Balance field 


is updated. 


9. Repeat steps 3-6 for additional charges. 


10. When finished press CLOSE. 


The new charges appear on the bill and the Balance, at the top right of the Billing 
window, is updated. 


Manual Posting Options 


Table 12: Options on the Manual Postings dialog box 


Do this... 
POST 
CLEAR 


PRINT 
CLOSE 


Check “Pre- 
Arrivals” 


Check “Lock 
Department Info” 
checkbox 


Check “Lock 
Guest Info” 
checkbox 


Manual Posting 


To do this... 
Post the defined charge to the guest’s bill. 


Clear the Manual Postings fields when details have been entered 
incorrectly, before posting. (Note: Clear does not affect charges, 
which have already been posted, and appear in the Manual Postings 


grid.) 

Print the current list of postings as it appears in the Postings grid. 
Close Manual Postings. 

Lists only future arrivals in the Guest Search. 

Active only when opened from the Posting Options menu.) 


Saves having to select the department code each time, when 
posting more than one charge from the same department. 


Saves having to select the room number each time, when posting 
more than one charge for the same guest. 


(Active only when opened from the Posting Options menu.) 


To post charges without opening the guest’s bill, use Manual Posting. 


To post a charge using Manual Posting: 


1. On the Cashiering speedbar 
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click the POSTINGS [=| button, or press [Ctrl+E]. 


You are prompted to login with your cashier number and password, and then the 
Postings Menu toolbar opens. 


_ ] Postings Menu 


2. Click MANUAL POSTING. 
A blank Manual Postings dialog box appears. 


3. To post a charge to a guest who has not yet checked in, check the PRE-ARRIVALS 
check box. 


4. Inthe Room field, enter the room number, either: 
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> by typing the number in 
OR 


> by clicking on the Room down-arrow, to open the Guest Search, and selecting 
the required guest from the list. 


If you have checked Pre-Arrivals, the reservations listing will appear. 
5. Complete the Dept., Price, Quantity, Remark, and Reference fields as necessary 


6. Ifthe selected department has been configured to allow manual cover posting, and 
the posting is for multiple covers, type the number of covers into the Cover field. 


7. Click Post. 


The charge is posted in the chosen guest’s name. 


Posting Multiple Charges 


Sometimes you need to post several charges for several guests. Rather than opening 
each guest’s bill separately, the quickest way to do this is using Manual Postings. 


When you need to post the same charge to several guests, use Batch posting. 


Manual Posting for Several Guests 


You can also use Manual Postings to post multiple charges for one guest, if you do not 
need to open the guest’s bill. 


To post charges for several guests: 


1. On the Cashiering speedbar click the POSTINGS button |==| or press 
[Ctrl+E]. 


You are prompted to login with your cashier number and password, then the 
Postings Menu toolbar opens. 
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_ ] Postings Menu 


2. Click MANUAL POSTING. 
A blank Manual Postings dialog box appears. 
Note: When accessed this way, the Room field of the Manual Posting 


dialog box is blank. This allows you to make multiple postings, for 
different guests, in the one dialog box. 


3. To post a charge to a guest who has not yet checked in, check the PRE-ARRIVALS 
check box. 


4. Inthe Room field, enter the room number for the first charge, either: 
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> by typing the number in 
OR 


> by clicking on the Room down-arrow, to open the Guest Search, and selecting 
the required guest from the list. 


5. Complete the Dept., Price, Quantity, Remark and Reference fields as necessary. 


6. Ifyou want to post several charges with the same department code, click the Lock 
Department Info checkbox. (This keeps the department field locked, so you do not 
have to reselect it for each posting.) 


A black checkmark appears in the Lock Department Info checkbox. 


7. Ifyou want to post several charges for one guest, click the Lock Guest Info 
checkbox. (This keeps the room number field locked, so you do not have to reselect 
it for each posting.) 


A black checkmark appears in the Lock Guest Info checkbox. 
8. Click Post. 


The charge is posted in the chosen guest’s name. 


[erry [ook Wage 


9. Repeat steps 5-8, above, for additional charges. 
The charges appear in the Manual Posting dialog box. 
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Department ‘Charge [Cur [Remarks | 
cs a TT 


= | 
=) 


10. When finished click CLOSE. 
The Manual Posting dialog box closes. 


Batch Posting 


Use Batch Posting when you need to post the same charge, from the same department, 
to several guests. For example, you may want to charge all members of a group for 
baggage handling on the day of arrival. 


To batch post a standard charge to several guests: 


1. On the Cashiering toolbar, click CASHIER FUNCTIONS Fa 


The Cashier Options toolbar opens. 
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2. Click Batch Postings, and login at the prompt. 
The Batch Post dialog box opens. 


3. Click on the Department down arrow and select the department issuing the 
charge. 


4. Type the amount in the Amount field. 


Page 57 


Suite 7 Cashiering Manual 


5. 


6. 
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[210]-Golden Nugget 


Golden Nugget 


In the Rooms field, click on the down arrow. 


The In-House Guest Search screen opens. 


os/o9/01 10/09/01 
Lobster, A. o8/09/01 12/09/01 149.00 Tennis Association 
Young, Won 24/08/01 10/09/01 0.00 Tennis Association 
Aceti, Ralph o9/o9/o1 10/09/01 179.80 Rockwell International 
Baker, U. 2708/01 13/09/01 58.00 American Airlines 


Barnes, Laura 20/08/01 14/09/01 3,784.00 Checked In 


Barson, J. 2708/01 10/09/01 451.00 Checked In American Airlines 
Dorsey, Wiliam o9/os/01 12/09/01 Checked In 


Do one of the following: 


>  Toselect individual guests, click the gray box to the left of each guest you 
want to include in the batch. 


A red checkmark appears in each selected gray box. 


Name 


Lobster, A. 


Arrival |Departure|Balance 5 


Checked In 


09/09/01 


os/09/01 


10/09/01 


12/09/01 


149.00 Checked In 


‘Tennis Association 


Posting and Billing 


Group J 


Young, Won 


24/08/01 


10/09/01 


0.00 Checked In 


‘Tennis Association 


Acet, Ralph 


09/09/01 


20/08/01 


10/09/01 


14/09/01 


179.80 Checked In 


3,784.00 Checked In 


Rockwell International 


27/08/01 


10/09/01 


451.00 Checked In 


American Airlines 


cael Ollie 


> To include ail the guests from a particular Group or Party, type the Group or 
party name in the Group or Party field, and press [Tab]. 


The grid now lists only members of the selected group. 


4 


| | Room |Guest Name 
| 


Harddisk, Ron 


28/08/01 


Departure |Balance [5 


14/09/01 


Fidelo Software GmbH 


FID2205 


Leofel, Stephan 


28/08/01 


14/09/01 


Checked In 


‘Fidelio Software GmbH 


FID2205 


Server, Michael 


28/08/01 


14/09/01 


Checked In 


Fidelo Software GmbH 


FID2205 


Planter, Ramon 


28/08/01 


14/09/01 


Checked In 


Fidelio Software GmbH 


FID2205 


Bush, P. 


28/08/01 


14/09/01 


Checked In 


Fidelio Software GmbH 


FID2205 


Frame, I. 


28/08/01 


14/09/01 


Checked In 


Fidelio Software GmbH 


FID2205 


ae er 


Eo OurOny, 


7. Click SELECT, or (for an entire group) click SELECT ALL 


The selected guest room numbers appear in the Rooms field. 
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10. 


11. 


12. 
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In the Posting Text field, you can optionally add text you want to appear on the 
bills, if different from the Department name. 


In the Supplement field type any further information you wish to include. 


If necessary click one of the three checkboxes in the Options area of the dialog 
box: Multiply by Number of Adults, Multiply by Number of Persons, Include 
Guests Due Out Today. 


When ready click OK. 


Suite 7 posts the all the charges, and a prompt displays the number of postings 
and asks if you want to see the list. 


© 


- 


ca 


If you click YES the list of postings appears, with an option to print it out. 


Posting and Billing 


_ ] Postings 2) x! 


Mrs. Maureen Brewster OK 
Mr. Chris Broadhurst OK 
Mr. Mike Bush OK 

William Dorsey OK 

Tony Fall OK 

Mr. Jack Henderson OK 
Mr. Clark Higgins OK 


Mr. Peter Richardson OK 


13. Click PRINT to print out the list, or OK to close the dialog box. 
You return to the empty Batch Postings dialog box. 

14. Click ABORT. 
Batch Postings Closes. 


Post Covers 


The Post Covers option allows you to manually adjust, for today’s date only, the 
number of restaurant covers associated with selected department codes. Normally, 
covers are recorded as posted, so it is not necessary to enter daily cover information. 
Therefore, this option should only be used when it is necessary to adjust the number of 
covers recorded, such as for group postings or off-line terminal postings. 


You can also reset the Covers Today figure to cancel the manual adjustment. 


Note: The departments that should appear in the Post Covers Today 
dialog box must be configured to allow manual posting. See the Suite 7 
Configuration Manual: Accounting. 


To manually post covers: 


1. On the Cashiering toolbar, click CASHIER FUNCTIONS 


The Cashier Options toolbar opens. 
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2. 


3. 
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Click POST COVERS, and login at the prompt. 
The Post Covers Today dialog box opens. 


_ ] Post Covers Today 


Dept |Desc Revenue Today [Covers Today [Covers (Journal) [2 
large 20 a| i 


Golden Nugget 
Cafe Jardin 
Jazz Club 
Havanna Bar 
Package Profit 
Package Loss 
‘Paidout 


— 


L 


Select the department you want to change. 


Posting and Billing 


4. Type the number of covers in the Covers Today field at the bottom of the dialog 
box. 


~ ] Post Covers Today 


Room Charge 
Tax 

Golden Nugget 
Cafe Jardin 
Jazz Club 
Havanna Bar 
Package Profit 
Package Loss 
Paidout 


— oO Oo 
— oO 


oo oO Oo Oo 


1 


i 


oO 


5. Press Tab. 


The number you typed appears in the Covers today column, and the M-T-D and Y- 
T-D fields are updated. 


The manual posting does not affect the Covers (Journal) column. 
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J] Post Covers Today 


Room Charge 
Tax 

Golden Nugget 
Cafe Jardin 
Jazz Club 
Havanna Bar 
Package Profit 
Package Loss 
Paidout 


6. Click CLOSE. 


Journal 
Covers Set 


Table 13:Post Covers Today dialog box 


Item 


Description 


Columns 

Dept 

Description 
Revenue Today 
Covers Today 
Covers (Journal) 


Fields 
Covers Today 


M-T-D 
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Number of the department. 

Description of the department. 

Daily revenue total, as posted in the system. 

Total number of covers for today, as posted in the system. 


Calculated total of the covers for the department code. 
Manual changes do not affect this total. 


Allows you to enter the number of covers to be posted to the 
selected department. 


Displays the total number of covers for the Month-to-Date. 
Manual changes do affect this total. 


Item 
Y-T-D 


Buttons 
Journal Covers Set 


Cancel 


Close 


Posting and Billing 


Description 


Displays the total number of covers for the Year-to-Date 
Manual changes do affect this total. 


Resets the Covers Today column for all departments to the 
original system values. 


Cancels the entry in the Covers Today field. 
Activated only when an entry appears in the Covers Today field 
that had not yet been entered. 


Closes the Post Covers Today dialog box. 


To reset the “Covers Today” figure: 


1. On the Cashiering toolbar, click CASHIER FUNCTIONS Fal 


The Cashier Options toolbar opens. 


Check Exchange 


Currency Exchange 


House Bank Hotel Cashier 


Cashier Status Reservation Deposit 


Exchange Rates 


Eolio History Cashier Reports 


Batch Postings 


Batch Folios Post Covers 


2. Click POST COVERS, and login at the prompt. 


The Post Covers Today dialog box opens. 
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« 7 Post Covers Today |. |O} x} 


101 Tax 0 
210 Golden Nugget 45 
220 Cafe Jardin 
230 Jazz Club 

240 Havanna Bar 
747 Package Profit 
757 Package Loss 
800 Paidout 


oro; ao; a;a!|a 
oo co co co COlUmOUlUmDD 
Se rol; ol; or o;a;a\|!a 


Cevers Today M-T-D | ¥-T-D j 0 


Journal Caricel Close 
Covers Set x i 


3. Click JOURNAL COVERS SET. 


The Covers Today figure for all departments is reset to the system value before 
any manual postings. 


Adjusting and Modifying Charges after Posting 
This section shows you what to do if charges have been posted incorrectly, or the 
charge has to be adjusted after posting. 
Posting an Adjustment Manually 


If you want to post an adjustment you must enter a negative amount, as well asa 
reason, in the Supplement field, for the adjustment. 


To post an adjustment to a folio: 


1. On the Cashiering Toolbar click Billing, (or press [Ctrl+B]), and login at the 
prompt. 


The Billing Guest Search dialog box opens. 
2. Select the guest, and then click SELECT. 


Page 66 


10. 


Posting and Billing 


The guest’s bill opens. 

Click POSTINGS. 

The Manual Postings dialog box appears. 

In the Dept. field, choose the required department code from the drop-down list. 


The department code and name appear in their respective fields. 


Note: If the department has a special adjustment code, use this code. 


In the Price field, type the amount of the adjustment. 


In the Quantity field, type a minus sign, followed by the number of times to 
deduct this amount from the bill. (Alternatively you can enter the adjustment as a 
negative value and the quantity as a positive one.) 


In the Remark field, type the reason for the adjustment. This field is mandatory; 
you must enter a reason for the adjustment. 


In the Window field, check that the correct folio number appears (if necessary 
change the number). 


Click Post. 


Note: If you have not completed the Remark field, you are prompted to 
do so when you click Post. 


The adjustment displays in the Manual Postings grid. 
Click CLOSE. 


Manual Postings closes and the adjustment and updated balance appear on the 
guest’s bill. 


Editing a Particular Transaction 


Individual posted charges can be corrected or modified using the Edit transaction 
function, but only on the day they are posted. 


Note: Depending on your hotel’s policy, you may or may not be allowed 
to edit transactions other than your own, since they affect the days’ 
balance of another cashier. 
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Note: Your hotel’s policy will determine what parts of any transaction 
you are allowed to modify. 


To edit a transaction: 


1. On the Cashiering Toolbar click Billing, (or press [Ctrl+B]), and login at the 
prompt. 


The Billing Guest Search dialog box opens. 
2. Select the guest, and then click SELECT. 
The guest’s bill opens. 


3. Activate the folio containing the posting you want to change, by clicking on the 
folio tab. 


The grid caption color changes from gray to blue. 


4. Double-click on the posting you want to change. (Or, alternatively, right click and 
select EDIT DETAILS from the menu.) 


Edit Transaction Details opens. 


' JEdit Transaction Details HE 


GuestName | Henderson. Jack Room j 117 
Cashier j 15S Folio | 
Posted [ Monday, 23/08/99 22:52:22 


Department | 220 [Cat, Jardin} 
Post Curency [DM Qty | 1 
DM Price 12.00 Amount j 12.00 


OK 
Supplement 4 
Reference j Arrangement | 7] abort 
FFF Points [ Covers 0 ® 


5. Type the new values into the Price and/or Quantity fields. You can also edit the 
Department Code text, and add a Reference Code and an Arrangement Code. 


6. Type the reason for the change in the Supplement field (mandatory). 
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7. When finished click OK. 
Edit Transaction Details closes, and the corrected posting appears in place of the 
original one. 

Adjusting Department Charges in a Folio 


When charges of a particular department need to be adjusted or discounted (either by 
a percentage or by an amount), you can use the Adjust button. Suite 7 calculates the 
amount owed to the department (or departments) and lets you make a single 
adjustment. 


To adjust all the charges of a particular department in a folio: 


1. On the Cashiering Toolbar click Billing, (or press [Ctrl+B]), and login at the 
prompt. 


The Billing Guest Search dialog box opens. 
2. Select the guest, and then click SELECT. 
The guest’s bill opens. 


3.  Ifthere is more than one folio, highlight the folio where the adjustment is to be 
made. 


4. Click ADJUST. 


The Adjustments dialog box opens. 
From Date [o9709/01| x] To Date fos7og701 x] 


Department Code x] 
Window No fi - Adair pa 


Discount Percentage 0.00 % 


Discount Department 7] 


Total Amount 0.00 


Total Discount 0.00 
Supplement [Discount on 0.00 () 


Room & 
Tax Posting 
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In the DATE fields, type the date range for the adjustments. (The total period the 
guest is booked into the hotel appears as the default date range.) 


Click the DEPARTMENT CODE drop-down list. 


The Select Departments dialog box appears. 


| {Select Departments 2/xi] 


All Department Codes 
RO Room & Tax 
TE Telephone 
Ml Minibar 
FB Food & Beverage 
RF Room and F&B 
RB Room + Breakfast 
100 Room Charge 


101 Tax 

102 Extra Room Charge 

105 Day Let Include 
110 No Show Sf 
115 Rebate Room Charge 

200 Breakfast xl Exclude 


@ 


Click once on the required department with the mouse button or use the space bar 
to select a code. 


A black checkmark appears to the left of the chosen department. 


Rebate Room Charge al 
Breakfast 
Golden Nugget 

220 Caf, Jardin Abort 
230 ff Jazz Club 
240 Havanna Bar 
Room Service 


Include 


When you have marked the required department, click OK. 


The Select Departments dialog box closes and the chosen department code 
appears in the Dept. Code field of the Adjustments dialog box. 


Verify that the correct folio number appears in the Window No. field. 


The Total Amount field displays the total charges of the specified departments 
that are in the selected window. 


10. 


11. 


12. 


13. 
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Type in either the Discount Percentage (in the Discount Percentage field) or the 
Total Discount (in the Total Discount field) as a positive amount. 


From the Discount Department drop down list, select the department from which 
the adjustment is to be made. (Depending on how Suite 7 is set up at your hotel, 
this may be completed automatically.) 


The OK button becomes enabled. 
Click OK. 


You are asked to confirm that you want to post the adjustment. 


(2) Are you sure? 


Click YES. 
The adjustment is posted. 


Adjusting Room Charges in a Folio 


If your hotel is in a country where tax items, such as city tax and state tax, are printed 
on separate lines on the bill, you can use Manual Posting to post a room charge 
adjustment, the appropriate tax amounts will then be posted automatically. 


To post a room rate adjustment: 


1. 


On the Cashiering Toolbar click Billing, (or press [Ctrl+B]), and login at the 
prompt. 


The Billing Guest Search dialog box opens. 
Select the guest, and then click SELECT. 
The guest’s bill opens. 

Click ADJUST. 


The Adjustments dialog box opens. 
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4. Click ROOM & TAX POSTING. 
The Manual Room and Tax Posting dialog box opens. 


_ |Manual Room And Tax Posting 


In the Amount to Post field, enter the amount of the posting. 
Enter a short description or reason in the Supplement text field. 
The OK button becomes enabled. 

7. Click OK. 


A confirmation message appears. 
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Micros-Fidelio Front Office 


i) Manual posting completed. 


8. Click OK. 


Manual Room and Tax Posting closes, and the new posting(s) appears in the folio. 


Deleting a Charge 


You can delete any transaction (whether a posting or an adjustment) on the day it is 
made. You simply select the transaction and press the [Del] key to completely erase 
the transaction from the folio. You are required to give a reason for the deletion, which 
is recorded in the List of Corrections, which is printed during the night audit. 


If Suite 7 responds with the message “Can’t Delete”, then you are attempting to delete 
a posting from a day other than today, or attempting to delete a payment, or you do not 
have authorization to delete transactions. 


To delete a charge: 


1. On the Cashiering Toolbar click Billing, (or press [Ctrl+B]), and login at the 
prompt. 


The Billing Guest Search dialog box opens. 

2. Select the guest, and then click SELECT. 
The guest’s bill opens. 

3. Click once on the transaction you wish to delete. 
The transaction becomes highlighted. 

4. Press [Del]. 


You are asked if you are sure you want to continue. 


Confirmation x! 


e Are you sure? 
a 
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Note: If the transaction you are trying to delete was posted on a day 
other than today, or if it is a payment, or if you are not authorized to 
delete transactions, you get the message: “Can’t Delete”. 


5. Click YES. 


You are asked to give a reason for the deletion. 


=] Deletion Reason HES 


Reason for deletion: 


————— 


OK Abort 
v ® 


6. Type in your reason and click OK. 


The transaction is deleted. 


Splitting a Charge 


Perhaps a particular charge has been posted correctly, but the guest wants some of it 
transferred to a different folio. To do this you first need to split the charge. 


To split a posted charge into two separate charges: 
1. Open the guest’s bill. 
2. Click once on the charge you want to split. 
The charge becomes highlighted. 
8. Click on SPLIT. 


The Split Amount dialog box appears. 


_ Split Amount 2|x' 
Total Amount 30.00 DM 


Amountto split [0.00 DM 


OK Abort 
v7 ® 


4. Inthe Amount to Split field, type the amount you want to subtract from the 
original charge and list separately. 
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Note: If you need to calculate a percentage, press [Ctrl+Z] to display 


the Suite 7 calculator. 
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5. Click OK. 
The original charge is split in two as specified. If necessary, you can now transfer 
one of the charges to another folio (as described in Transferring Charges between 
Windows on page 88). 
Clearances 


Clearances are used only in the United States. A Clearance is any negative posting, 
which should not be interpreted as an adjustment. 


In some hotels, postings are divided to account for the different origins of the revenue. 
For example, a restaurant bill for $500 might be divided into $300 for food, and $200 
for beverage. A counter-posting (a clearance) of $500, with quantity —1 (“minus one”), 


has to be entered. In order for this counter-posting not to be interpreted as an 


adjustment, it is posted using Clearances. 


Clearances can only be made on accounts or pseudo rooms—where the room type 
begins with P (for example PM, Pseudo Master). 


To enter a clearance: 


1. 


On the Cashiering toolbar click the Postings button (or type [Ctrl + E]), and login 


at the prompt. 
The Postings Menu appears. 


_ ]Postings Menu x} 


Manual Posting Journal Read IFC Charges 


C/C Settlements 


Click CLEARANCES. 


The Manual Postings dialog box opens. 
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{@ Manual Posting 


Tatal Postings 0.00 
Boom fi + Arrival Departure 


Name | ¥ | Rate Code 
Dept | Pa | Packages 


Price | 0.00 Quantity 1 Amount 0.00 Balance 
Remark [ | Pre-Arrivals T 
Reference | Arrangement | ¥ on Gnestihta iG 


Window fi Covers | 0 Lock Deparment inte it 


3. To post a clearance to a guest who has not yet checked in, check the PRE- 
ARRIVALS check box. 


4. Inthe Room field, enter the room number, either: 
> by typing the number in, or 


> by clicking on the Room down-arrow, to open the Guest Search, and selecting 
the required guest from the list. 


5. Complete the Dept., Price, Quantity, Remark and Reference fields as necessary, 
and click Post. 


The clearance is posted to the chosen account. 


Routing Specific Charges on a Guest’s Bill 


With the Routing Option, you can direct Suite 7 to post charges from particular 
departments automatically to specific folios. (You can define up to ninety-eight folios 
per bill.) You can route charges to a folio in the same guest name, another name, or to 
another guest’s bill. You can also define a routing period, so that only charges posted 
between certain dates will be posted to that folio. In addition, you can set a different 
payment method for each folio. 


When there is a need to divide a bill into more than one folio, you would generally 
define routing instructions. If you do not do so, then when you post new charges, all 
charge types not assigned to a specific folio will be routed to folio 1 (which is the 
default window for unrouted charges). 
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If you forgot to define routing instructions before posting a charge, or if you need to 
change routing instructions after charges have been posted, you can define them 

afterwards. The charges will be re-routed, in accordance with the new instructions, 
when you refresh the billing window. (The only exception to this where charges are 
routed to a different guest’s bill.) 


As guest charges arise, they are automatically added to the correct folio. However, 
individual charges can be transferred manually to a different folio where necessary. 


For Routing package allowances to a different bill, see “Package Options,” page 134. 


Creating an Additional Window (Folio) 


To create an additional folio: 


1. 


On the Cashiering Toolbar click Billing, (or press [Ctrl+B]), and login at the 


prompt. 


The Billing Guest Search dialog box opens. 


Select the guest, and then click SELECT. 


The guest’s bill appears, with one or more folios, as defined. 


On the Billing screen, click OPTIONS. 


The Check-out Options toolbar appears. 


Eolio Style 


Fixed Charges 


Auth. Direct Bill 


Preview Folio 


Phone Details 


Enable Phone | Posting Changes Gredit Garde 
Package Options) Consolidate Pay Only 
Profile Peinetete Room & Tax 


Personal Info 
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Click ROUTING. 


The Routing Charge dialog box, for this bill, appears. The first item on the list is 
Window 1 and is defined as “All Unrouted Postings”. If other windows have 
already been defined, they are listed below Window 1. 


} Routing Charge (Thompson) BEI 
Win |Departments Room No Same |Name From Date [To Date |MOP 


1| All Unrouted Postings 0 |10/09/02 
2 RO ¥ Vista Travel 26/08/02 10/09/02 


DC 


Gredit@ard = New Delete Edit Close 
Details com ‘all Ne 2 fl 


The New Routing Charge dialog box opens. Default values are automatically 
entered for some of the items, but can be altered as needed. 


Click NEW. 


Posting and Billing 


is New Routing Charge (Thompson) HE 


26/08/02 + 10/09/02 


Mr. Henry Thompson 
1010 Tacoma Blvd. 


6. In the Window field, type the number for the new folio (if different from the 
default). 


7. Fillin the dates within which you want charges posted to this new folio. 


Note: The “Validity Dates” are automatically set for the dates of the 
guest’s stay. If necessary you can change these, using the drop down 
calendars next to the fields, to any date range within the dates of the 
guest’s stay. (If you attempt to select dates, which are not within the 
dates of the guest’s stay, a warning dialog box appears and the dates 
are not accepted.) 


8. Inthe Departments field, click the down arrow. 


The Select Departments list appears. 
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|] Select Departments BE 


All Department Codes 
RO Room & Tax 
TE Telephone 
MI Minibar 
FB Food & Beverage Ok 
RF Room and F&B v4 
RB 


Room + Breakfast 


100 Room Charge Abort 
101 Tax 9) 
102 Extra Room Charge 

105 Day Let 


110 No Show 
115 Rebate Room Charge 
200 Breakfast zi 


9. Use the Include button to check the types of charge you want included in the new 
window. (Alternately, you can use the Exclude button to exclude charges you don’t 
want charged to the folio.) 


115 Rebate Room Charge 
200 Breakfast 
210 ¥ Golden Nugget 


220 ¥ Caf, Jardin 
230 Jazz Club 
240 Havanna Bar 


Raom Saniica 


Include 


A check appears next to each category that will be included in the folio. 
10. When ready click OK. 


The chosen departments are entered in the Departments field. 
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« J New Routing Charge (Thompson) BE 


Window 3 
Validity Dates. From [26/08/02 + To [10/09/02 + 


Departments 200.210,220,230,240 he 
Same Room MV Bill¥iew 7” Video Check Out I~ 


Name [tti(‘“Cs;O;s*~*~*~*S™SSS SY 
Other Room mm 

Other Name lr tti‘“‘(‘C;:s*st‘i;;Cr*i 
Payment fT tti“‘“C;C‘(‘SSO Cr i*i 


Address Detail 


Mr. Henry Thompson 
1010 Tacoma Blvd. 


OK Abort 
A ®@ 


If you want the guest to be able to view and/or check out the routed charges in 
this window on their television, check the appropriate checkbox: 


> BILL VIEW: View the charges in this window on the television. 
> VIDEO CHECKOUT: Checkout the charges in this window via the television. 


From the New Routing Charge dialog box, select SAME ROOM, NAME, OTHER 
ROOM, or OTHER NAME, depending on whether you want the charges to be routed 
to the same room, but to an Agent, Company, Group, or Source linked to the 
reservation, or to another room or reservation, or another profile name. (See 
Table 14, page 85) 


a. To route the charges to an Agent, Company, Group, or Source linked to the 
reservation, check the SAME ROOM check box, and select the desired name 
from the NAME drop-down listing. 


Note: To route postings of an individual reservation to a company, a 
travel agent, or a source, you should link the reservation first via the 
Agent, Company, or Source fields in the Profile. 


Page 81 


Suite 7 Cashiering Manual 


b. Uncheck the SAME ROOM checkbox, select OTHER ROOM to route the charges 
to another guest’s room. If you know the room number, just type it in the 
field. Clicking the field will prompt you with a list of all expected and in- 
house reservations. You can search for the reservation either by room 
number if assigned to guest, or by guest’s name. 


2 ] Charge Routing - Select Guest {jo) MEG 
Name 
Room No ft 9001 PM AAIT77-Crew os/0s/99 29/02/00 
PM AAIT?77-Crew 10/09/99 11/09/99 
BEN  Aceti 24/08/99 10/09/99 
DEN Aceti os/og/99 10/09/99 x] 
> 


: OK Abort 
Reserv. Profile ® 


Note: If you select a reservation that has no overlapping date with the 
current reservation, the system issues a warning. 


c. Uncheck the SAME ROOM checkbox, click OTHER NAME to route the charges to 
another name. This routes the charges to a specific profile name and not to a 
specific room or reservation. 


” ] Charge Routing - Select Guest {jo) BEG 
Name 
Room No | is 9001 PM AAIT??-Crew 09/08/99 29/02/00 
PM AAIT?-Crew 10/09/99 11/09/99 
BEN sAceti 24/08/99 10/09/99 
DEN ss Aceti os/09/99 10/09/99 x| 
> 


OK Abort 
Reserv. Profile ® 


13. Highlight the name or the room that you want to route the charges to and press 
Tab. 


The Address Detail field is filled in with the address details of the name selected. 
14. Click the Payment field to select the payment method for this window. 


If none is selected, the payment method defaults to the type chosen in the guest’s 
reservation. 
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15. Click OK. 
You are returned to the Routing Charges dialog box. 


If the payment method is NOT a credit card routing is complete and the new 
routing instruction appears on the Routing Charge screen with the room number 
and other information for the guest to whom the charges are being routed. Simply 
close the Routing Charge screen. (See step 17.) 


If the payment method is a credit card, continue with the next step. 


16. Ifthe payment method is a credit card, the Credit Card Details button is 
activated in the Routing Charge dialog box. 
(J Routing Charge (Thompson) BE 
[arin Departments Room No |Same |Name From Date [To Date [MOP 


1 All Unrouted Postings 120. 4 Thompson 26/08/02 10/09/02 DC 


0 Ea Vista Travel 26/08/02 | 10/09/02 


2/RO 


Credit Card New Delete Close 
Details | Erom ‘| x fi 


To define the credit card payment: 


a. Click the CREDIT CARD DETAILS button. 


The Credit Card Details dialog box appears. 
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_ ] Credit Card Details for window 3 


b. Type in the credit card number and expiration date, and the name of the 
cardholder as it appears on the credit card. The Authorization buttons are 
now activated. 


c. Ifyou wish to authorize an amount, click the appropriate authorization 
button: 


> Manual Authorization: Opens a dialog box that lets you enter the 
approved amount and the approval code. 
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> Additional Authorization: Opens a dialog box that lets you enter an 
additional amount and contacts the credit card company to get the 
required authorization when you click OK. 


JAdditional authorization for window # 3 AES 


Current authorized amount 100.00 


Current guest balance 0.00 


New total authorization amount | 200.00 


d. Click OK to return to the Credit Card Details dialog box. 
e. Click OK again to return to the New Routing Charge dialog box. 


The new routing instruction appears on the Routing Charge screen with the 
room number and other information for the guest to whom the charges are 
being routed. 


Table 14:New Routing Charge payment sources 
This field... Gives you these options when you click the down arrow... 


Other Room Route charges to another guest’s room from a list of all In-house and 
expected reservations, including groups. (You can search for the 
reservation by room number, if assigned, or name. If you select a 
reservation that has no overlapping date with the current reservation, the 
system issues a warning.) 

Other Name ___ Route charges to another name, by selecting the name from the Profiles 
Search screen. 

Name Route charges to the current guest (but to a different window) or to an 
agent, company, group or source linked to this guest’s reservation. 


Note: To route postings of an individual reservation to a company, a 
travel agent, or a source, you should first link the reservation via the 
Agent, Company, or Source fields in the Profile. 


17. Click CLOSE. 
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You are prompted to refresh the Billing window. 


(2) Route previous charges? 


18. Click YEs. 


The new folio appears as an extra tab on the Billing window, and all postings are 
assigned to their correct window. 


Note: Another way to create a new folio is by clicking on the Add New 


Window tab at the right edge of the guest bill. However, if you 
refresh the windows via routing then all charges will be assigned to the 
windows as defined in the routing instructions. If a folio is created 
using this tab, and no charges are posted to the new folio before the bill 
is closed, the folio is deleted. 


A folio created using the ROUTING button remains after closing the bill, 
even if no charges are posted to it. 
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Arrival: 26/08/02 Departing: 10/09/02 = Persons: 2 Rate Code RACK VIP - President Club Balance: 2 386.00 a 
Fe | Voucher Checked In 
-(1) Thompson ‘of (2) Vista Travel 2 310.00 ot 1 
[Department PAB [Date [| Jar] [Department |P/B|Date [Amount || - 
27 d | a *Room Charge 02 
300 Minibar 27/08/02 3.00 101 *Tax 26/08/02 15.00 
610 Laundry 27/08/02 10.00 100 *Room Charge 27/08/02 150.00 
230 Jazz Club 23/08/02 10.00 101 *Tax 27/08/02 15.00 
420 Massage 28/08/02 3.00 100 *Room Charge 28/08/02 150.00 
640 Flowers 28/08/02 8.00 101 *Tax 23/03/02 15.00 
300 Minibar 29/08/02 10.00 100 *Room Charge 29/08/02 150.00 | 
640 Flowers 29/08/02 25.00 | 101 *Tax 29/08/02 15.00 
| 100 *Room Charge 30/08/02 150.00 
101 *Tax 30/08/02 15.00 
100 *Room Charge 31/08/02 150.00 
101 *Tax 31/08/02 15.00 
100 *Room Charge 01/09/02 150.00 
| 101 *Tax 01/09/02 15.00 
¥ ¥ 
of Pe 


Figure 2. 


Pastings 


Transfers | Reservation 


Split Adjust Options 


A Guest Bill with two folios 


Routing Charge Options 


Info Copy 
By, 


Settlement 


v 


Close 
fl 


The following table shows the options available from the Routing Charge dialog box. 


Table 15: Options on the Routing Charge dialog box 


Press... 


Credit 
Card 
Details 


From 


New 
Delete 


Edit 
Close 


To do this... 


If the guest is paying the highlighted routing instruction by credit card, this 
button is active and provides access to the credit card details for the 
selected billing window (routing instruction). 


View routing instructions from other guest bills which route charges to the 


current guest bill. 


Create an additional routing instruction window. 
Delete the selected routing instruction. (Charges redirect to folio 1 by 


default.) 


Edit the routing instruction of the selected folio. 


Close the Routing Charge dialog box. 
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Transferring Charges between Windows 


You will usually assign a specific type—or types—of charge to a specific window (folio). 
However, sometimes a specific charge has to be transferred to a different window. For 
example, a guest may want to pay for private telephone calls separately from business 
calls; this will entail moving some calls to a different window. 


To transfer posted charges to another window: 


1. 
2. 
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Open the guest’s bill. 


For each entry you want to move, click once in the gray checkbox to the left of that 
entry. 


A red check appears in the checkbox. 


Arrival: 09/09/99 Departing 10/09/99 Persons: 1 Rate Code RACK Balance: 382.40 
Company: The Boot Factory Checked In 
(1) Adair 292.40 of -(2)Adair 90.00 “at 7 

a 
100 Room Charge ‘09/09/99 142.00 i 210 Golden Nugget ‘09/09/99 36.00 
[] 200 Breakfast 09/09/99 53.00 \220 
Fi 2alievameBer (090099 | 00 
|_| 250 Room Service 09/09/99 430 
Jv] 300 Minibar 909991260 
| 60 Flowers pom 27.00 
J 660 Video 09/09/99 10.00 | gi 


Now activate the window you want to transfer the charge to (in this case window 
2), either by clicking on it once, or by pressing [Tab] till you get to the window 
you want. 


Note: If the required window is not visible on the Billing window, click 
the window number on the tab on the right edge of the window. 


With the cursor anywhere in the active window, click the right mouse button. 


The following pop-up menu appears. 


Posting and Billing 


5. Select TRANSFER TO WINDOW, to transfer checked items to the active window, or 
type [Ins]. 


You are asked to confirm that you want to make the transfer. 


Confirmation 


6. Click YES. 


The checked items are transferred to the chosen window. 


Note: An alternate method for transferring individual items between 
folios is to click on the item to be moved, then “drag and drop” it into 
the required window. 


Transferring Charges between Bills 


This section deals with transferring posted charges from one guest’s bill to another. 
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Transferring charges is different from Routing (page 76) in that it applies only to 
charges that have been posted. Besides transferring charges from one window to 
another, you can transfer charges to another room or from another room. In addition 
you can, in one transaction, transfer charges from All the Group Rooms to the Group 
Master folio (PM folio). 


You may transfer all postings or postings from selected department codes, 
arrangements and/or within a certain period. 


Note: A transaction can be transferred from one pre-arrival to another, 
(as in deposit transfers), or from a pre-arrival to an in-house guest. A 
transaction cannot be transferred from an in-house guest to a pre- 
arrival. 


Transferring Individual Charges to Another Bill 
To transfer specific charges from one guest to another: 


1. Open the bill for the guest whose charges you want to transfer. (Press [Ctrl+B] to 
open the Billing Guest Search dialog box, select the guest, and then click SELECT). 


2. Click once in the gray checkbox next to each charge you want to transfer. 
The charge is highlighted in blue, and a red checkmark appears in the checkbox. 


is es aoa 


300 Minib ar 27/08/99 3.00 


i 230 Jazz Club 28/08/99 10.00 


3. When all the charges you want to transfer are checked, click TRANSFERS. 


The In-House Guest Search dialog box appears. 


Page 90 


4, 


5. 


Posting and Billing 


[ [Room [Guest Name [Anival_[Deparrd 


ee 
[104 Takagi, Akira 09/09/01 10/09/01 0.00 Checked In 
|_| 104 Takashima, ¥ 09/09/01 10/09/01 0.00 Checked In 
|_| 106 Lobster, A. os/og/01 12/09/01 149.00 Checked In Tennis Association 
|_| 107 Young, Won 24/08/01 10/09/01 0.00 Checked In Tennis Association 
|_| 108 Acet, Ralph osvog/ol 10/09/01 179.80 Checked In Rockwell International 
|_| 109 Baker, U. 2708/01 13/09/01 58.00 Checked In American Airlines AAITIF-C 
|_| 111 Barnes, Laura 20/08/01 14/09/01 3,784.00 Checked In 
|_| 112 Barson, J. 27/08/01 10/09/01 451.00 Checked In American Airlines AAITTI-C 
|_| 113 Dorsey, Wiliam oo/og/01 12/09/01 0.00 Checked In of 
[4] » 


Boom if T Expected Departures 
Name { Je In-iouse end Checked Out 
Group j i" Checked Gut Only Close 
Party { I Exclude "P" Rooms M ® 


Select the guest whose bill you want the charges transferred to, and click SELECT. 


The Transfer is confirmed. 


Micros-Fidelio Front Office 


Click OK. 


The selected charges are transferred to the selected guest’s bill. 


Tip: You can access a list of these changes later by clicking Options, to open the 
Options toolbar, and then clicking Posting Changes. 


Transferring Charges to Another Bill 


Use this procedure to transfer postings from selected department codes, arrangements 
and/or between certain dates. 


To transfer charges to another bill: 


1. 


Open the bill you want to transfer the balance from (Press [Ctrl+B] to open the 
Billing Guest Search dialog box, select the guest, and then click SELECT). 
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2. Click TRANSFERS. 
The Transfer Type dialog box appears. 


~ ] Transfer Type 


3. To transfer a charge to/from a guest who has not yet checked in, check the PRE- 
ARRIVALS check box. 


4. Inthe “Transfer to room” area, type the room number, or click on the Room (or 
Name) down arrow. 


The In-house Guest Search opens. 


‘Takag, Akira “Akira osvo9/o1 10/09/01 0.00 Checked In 
Takashima, Y 09/09/01 10/09/01 0.00 Checked In 
Lobster, A. 08/09/01 12/09/01 149.00 CheckedIn Tennis Association 
Young, Won 24/08/01 (10/09/01 0.00 Checked In Tennis Association 
Acett, Ralph o9/o9/01 10/09/01 179.80 Checked In Rockwell International 
Baker, U. 2708/01 13/09/01 58.00 CheckedIn American Airlines 


Bames, Laura 20/08/01 (14/09/01 3,784.00 Checked In 


Barson, J. 2708/01 10/09/01 451.00 Checked In American Airlines 
Dorsey, Wiliam 09/09/01 12/09/01 0.00 Checked In 


5. Select the guest to transfer to and click SELECT. 


The In-house guest Search closes, and the selected name and room number 
appear in the “Transfer to room” fields. Also the RETURNS button changes to 
TRANSFER. 
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_ }] Transfer Type 


6. Click TRANSFER. 
The Transfer TO Selection dialog box opens 


27/08/01 


7. The Department Code(s) field defaults to * (All Codes). If you want to transfer 
only some codes, click the down arrow. 


The Select Departments dialog box opens. 
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8. 


10. 


11. 
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5] Select Departments BE 


All Department Codes 


RO Room & Tax 


TE Telephone 
MI Minibar 


FB Food & Beverage Ok 
RF Room and F&B 4 
RB 


Room + Breakfast 


100 Roorn Charge Abort 
101 Tex 9) 
102 Extra Room Charge 

105 Day Let 


110 No Show 
115 Rebate Room Charge 
200 Breakfast zi 


Select the departments for the charges you want to transfer and click OK. 


The selected departments appear in the Department Code(s) field. 


Note: If you want to transfer the charges from most departments, 
instead of selecting the department codes to transfer, you can select the 
department codes not to transfer, and then uncheck the “Inclusive” 
checkbox. Suite 7 will then transfer all charges except from the selected 
department codes. 


You can also select All Department Codes, and then mark the charges 
to be excluded. 


If you want to transfer charges by Arrangement Code, type the code into the 
Arrangement Code field. 


The Period fields default to the dates of the guest’s stay. If you want to transfer 
only charges within a certain period, select the From and To dates from using the 
Date down arrows. 


Click OK. 


Suite 7 transfers the charges and confirms the transfer. 


Posting and Billing 


Micros-Fidelio Front Office 


i) 3 charges transferred. 


12. Click OK. 


Transferring Balances to Another Bill 


With the Transfer Balance function you can transfer the total balance of a guest’s folio, 
while the folio details remain on the original folio with a zero balance. 


To transfer a balance to a different guest’s bill: 


1. 


Open the bill you want to transfer the balance from (Press [Ctrl+B] to open the 
Billing Guest Search dialog box, select the guest, and then click SELECT). 


Click TRANSFERS. 
The Transfer Type dialog box appears. 
J Transfer Type BEI 


_ Transfer to room 


Room 7] 
r)6~CS~S*Ssést‘“Cs Balance 

Name Transfer 

; Transfer from room 

Room| 7] 

Name | 7] 


T Pre-Arrivals 
T Include Extended Rooms 


To transfer a charge to/from a guest who has not yet checked in, check the PRE- 
ARRIVALS check box. 


Click BALANCE TRANSFER. 


The Transfer Balance dialog box appears. 
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“J Transfer Balance RAEI 


1 - Al Matrou 7 


| 
a 
a 


| ih 
rc 
a 
5. Click on the Transfer Balance of Window down arrow, and select the folio from 
which you wish to transfer the postings (or all folios). 


~ ] Transfer Balance HEI 


1 - Al Matrou 7 


= AllWindows 
1 Al Matrouk 


sie 


6. In the “Transfer to” area, type the room number, or click on the Room or Name 
down arrow. 


The In-House Guest Search dialog box opens (unless you checked the Same Room 
checkbox, to transfer the balance to the same guest). 


7. Select the guest you want to transfer the balance to and click SELECT. 
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The selected guest room number and name appear in the “Transfer to room” area. 


Click on the Window down-arrow, and select the folio you want to transfer the 
balance to. 


Click OK. 


The Transfer Balance dialog box closes, and a negative posting of the balance 
transferred appears on the folio. 


Tip: You can also use this function to transfer a balance from one folio 
to another in the same guest bill. Simply check the “Same Room” 
checkbox on the Transfer dialog box, select the required folio using the 
Window down-arrow, and click OK. 


Transferring All Charges from Another Bill 


To transfer all charges from a different bill to the current bill: 


1. 


Open the bill you want to transfer charges to (Press [Ctrl+B] to open the Billing 
Guest Search dialog box, select the guest, and then click SELECT). 


Click TRANSFERS. 


The Transfer Type dialog box appears. 


J Transfer Type HE 
~ Transfer to room 
Room i 7] 
Balance 

Name x] 


Transfer 


~ Transfer from room 
Room 7] 
Name 7] 


T Pre-Arrivals 
T Include Extended Rooms 


To transfer charges to/from a guest who has not yet checked in, check the PRE- 
ARRIVALS check box. 


In the “Transfer from room” area, click on the Room down arrow. 


In-House Guest Search opens. 


Select the guest you want to transfer the charges from and click SELECT. 
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The selected guest room number and name appear in the “Transfer to room” area 
and the RETURN button changes to TRANSFER. 


~ ] Transfer Type 


6. Click TRANSFER. 


The Transfer From Member Selection dialog box appears. 


- ] Transfer From Members Selection 


j20/08/99¥ 14/09/99 ¥| 


7. Click TRANSFER DETAILS. 


A list appears, of all the charges in the selected bill that can be transferred to the 
current bill. 
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(J Transfer BE 


rom Henderson, Jack in Room 117 
[An | Supplement 
2 100|*Roo 08/99 1 zi 
2 101 *Tax 20/08/99 i 
2 100 *Room Charge 21/08/99 140.00 140.00 1 
2 101 *Tax 21/08/99 14.00 14.00 1 
2 100 *Room Charge 22/08/99 140.00 140.00 1 
2 101 *Tax 22/08/99 14.00 14.00 1 
2 100 *Room Charge 23/08/99 140.00 140.00 1 
2 101 *Tax 23/08/99 14.00 14.00 1 
1 220 Caf, Jardin 23/08/99 12.00 12.00 1 
3 500 Telephone 23/08/99 3.00 3.00 1 
2 100 *Room Charge 24/08/99 140.00 140.00 1 
2 101 *Tax 24/08/99 14.00 14.00 1 
2 100 *Room Charge 25/08/99 140.00 140.00 1 of 
> 


Do one of the following: 


> To transfer all charges click ALL. 


> Totransfer specific charges, mark each charge you want to transfer by 
clicking in the gray box to the left of the charge—a red checkmark appears in 
the gray box—then click MARKED. 


> To transfer part of a charge, highlight the charge to be split—then click 
SPLIT. In the Split Amount dialog box, type in the amount to split and click 
OK. 


If you have asked to transfer all charges, you are asked to confirm that you 
want to proceed. 


Confirmation 


(?) Are you sure? 


[ No | 


Click OK. 


You return to the Billing guest screen. 
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Note: You can also select items to transfer using Department codes (for 
all department codes use “*”), Arrangement codes and/or the period of 
posting, as described in Transferring Charges to Another Bill on page 
91. 


Transferring Charges from All Group Rooms 


This function is useful when charges from group members (for example Room and Tax) 
are charged to the Group Master folio. Instead of transferring charges from one guest 
at a time, you select the Group Master and specify which charges to transfer from all 
group members in one procedure. 


This option is available on Group Masters only. 
To transfer from all group rooms: 


1. Open the Group Master folio you want to transfer charges to (Press [Ctrl+B] to 
open the Billing Guest Search dialog box, select the Group Master (a PM number), 
and then click SELECT). 


2. Click TRANSFERS. 
The Transfer Type dialog box appears. 
J Transfer Type MEI 


— Transfer to room 


Room 7] 
| Balance 

Name Transfer 

~ Transfer from room 

Room 7] 

Name >| 


T All Group Members 


T Pre-Arrivals 
T Include Extended Rooms 


3. Click the All Group Members checkbox. 


A checkmark appears in the checkbox and the RETURN button changes to 
TRANSFER. 
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_ } Transfer Type 


4. To transfer charges to/from a group that has not yet checked in, check the PRE- 
ARRIVALS check box. 


5. Click TRANSFER. 


The Transfer From Member Selection dialog box appears. 


- ] Transfer From Members Selection 


j20/08/99¥ 14/09/99 ¥| 


6. The Department Code(s) field defaults to * (All Codes). If you want to transfer 
only some codes, click the down arrow. 


The Select Departments dialog box opens. 
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7. 


10. 
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5] Select Departments BE 


All Department Codes 


RO Room & Tax 


TE Telephone 
MI Minibar 


FB Food & Beverage Ok 
RF Room and F&B 4 
RB 


Room + Breakfast 


100 Roorn Charge Abort 
101 Tex 9) 
102 Extra Room Charge 

105 Day Let 


110 No Show 
115 Rebate Room Charge 
200 Breakfast zi 


Select the departments for the charges you want to transfer and click OK. 


The selected departments appear in the Department Code(s) field. 


Note: If you want to transfer the charges from most departments, 
instead of selecting the department codes to transfer, you can select the 
department codes not to transfer, and then uncheck the “Inclusive” 
checkbox. Suite 7 will then transfer all charges except from the selected 
department codes. 


You can also select All Department Codes, and then mark the charges 
to be excluded. 


If you want to transfer charges by Arrangement Code, type the code into the 
Arrangement Code field. 


The Period fields default to the dates of the guest’s stay. If you want to transfer 
only charges within a certain period, select the From and To dates from using the 
Date down arrows. 


Click OK. 


Suite 7 transfers the charges and confirms the transfer. 


11. 
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Micros-Fidelio Front Office 


i) 3 charges transferred. 


Click OK. 


You return to the Billing guest screen. 


Drag and Drop Transfers 


Suite 7 allows you to simply “drag and drop” charges from one folio to another—either 
folios in a single bill or folios in different bills—as long as both the folios in question 
are open. The charges are then moved from the first folio to the second folio. 


To “drag and drop” charges from one bill to another: 


1. 


Ensure that the two folios you want to transfer between are open. (Refer to, 
Opening Two (or More) Bills Together on page 44, or Opening Additional Bills 
from an Open Bill, on page 46.) 


One bill is on the top of the pile; the tab of the other bill is visible at the lower 
edge of the upper bill. 


Osborne (301) 


If the bill you want to transfer from is not on top, click on its tab to bring it to the 
top of the pile. 


Select the charges you want to transfer by clicking on the gray box to the left of 
each charge. 


A red checkmark appears next to each selected charge, and the charge details are 
highlighted. 


_| 
| 
| 
_| 


230 Jazz Club 28/08/99 10.00 
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4. Move the mouse arrow to any part of the highlighted area, click on the left mouse 
button and hold the button down. 


5. Drag the mouse cursor to the tab of the bill you want to transfer to and keep the 
mouse button down. 


The second bill comes to the top of the pile. 


Note: Do not remove your mouse from the room number tab until the 
second bill comes to the top of the pile. 


6. Now drag the mouse cursor to the required folio of this bill, and release the mouse 
button. 


Note: If the required folio in the second bill is not visible, move the 
mouse to the tab for that folio and hold it there until the folio comes to 
the top of the pile—only then release the mouse button. 


Suite 7 transfers the selected charges to the selected window. 


Returns 


The Returns button enables you to transfer back to their original bill charges, which 
were transferred to another bill. 


To return charges to their original bill: 


1. Open the bill that contains the charges you want to return. (Press [Ctrl+B] to 
open the Billing Guest Search dialog box, select the guest, and then click SELECT). 


2. Click TRANSFERS. 


The Transfer Type dialog box appears. 
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_ } Transfer Type 


Click RETURNS. 


The Returns Selection dialog box appears. 


« ]RETUR NS Selection 


os/os/02 + 10/09/02 | 


Type in the return room number (or numbers). You may optionally also select 
specific Department Codes, Arrangement Codes, and a date range. 


Note: If you leave the Return Room Numbers field blank, all transfers 
to the current bill will be returned to their original bills. 


When ready click OK. 
Suite 7 returns the charges and confirms the number of returns made. 


Micros-Fidelio Front Office EB 


© 


ete 
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6. 


Click OK. 


You return to the Billing window. 


Printing Out a Copy of a Folio 


Sometimes the guest wants to have a list of the charges incurred to date. This is not an 
official invoice but a copy of the state of the guest’s folio for information only. 


An Info Copy of a folio can be printed out in standard form, or in several alternative 
formats. 


Printing out a folio in standard format 


To print out a folio in standard format: 


1. 
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Open the guest’s bill ({Ctrl+B] to open the Billing Guest Search dialog box, select 
the guest, and then click SELECT). 


If there is more than one folio, select the folio you want to print out, by clicking on 
it once. 


The title bar of the chosen folio becomes highlighted. 
Click INFO COPY. 


Depending on the date range, the Folio Date Range dialog box may appear (with 
the date range automatically set to the dates of the guest’s stay) or the Info Only 
Copy may print out directly. 

_ ]Folio Date Range 21x! 

From To 


20/08/99 Me [os09/99 7] 


Abort 


@ 


OK 
v 


If necessary, alter the date range as required. 
Click OK. 


A copy of the current folio prints out, headed INFO ONLY (indicating that it is for 
information only and not an official invoice). 


Posting and Billing 


Printing out a folio in an alternate format 
To print out a folio in an alternate format: 


1. Open the guest’s bill ((Ctrl+B] to open the Billing Guest Search dialog box, select 
the guest, and then click SELECT). 


2.  Ifthere is more than one folio, select the folio you want to print out, by clicking on 
it once. 


The title bar of the chosen folio becomes highlighted. 
3. Click OPTIONS. 
The Check-out Options toolbar appears. 


4. Click FOLIO STYLE. 
The Folio Style toolbar appears. 
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. {Folio Style 


5. Click once on the required folio style. 


The selected style becomes checked and the folio toolbar closes. 


Note: You can preview the selected folio style on your computer screen 
before printing it out. To do this, display the Cashier Options toolbar 
again and click PREVIEW FOLIO. 


6. On the Billing toolbar click INFO Copy. 
A copy of the current folio prints out, in the selected format, headed INFO ONLY 


(indicating that it is for information only and not an invoice). 
Summary of Billing Window Buttons 


The following is a summary of the functions of the Billing Window buttons. Most of 
these have been dealt with in this chapter, with the exception of Options, which is 
dealt with in the next chapter. 
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Note: The Pre-Billing window is identical to the Billing Window, except 
that the Transfers button is replaced by the Deposit button and the 
Settlement button is replaced by the CXL Reserv button. (See “Pre- 
Billing,” page 226) 


Table 16:Summary of the Billing Window Buttons 
Use this button... Quick Key Todo this... 


Postings [Alt + P] Open the Manual Postings dialog box. 

Split [Alt + S] Split the highlighted charge into two separate charges. 

Adjust [Alt + J] Adjust posted charges by an amount or a percentage. 

Transfers [Alt + T] Transfer some or all charges to (or from) a different 
guest bill. 

Reservation [Alt + R] Open the guest’s Reservation for updating. 

Options [Alt + N] Display the Billing Options toolbar (see next chapter). 

Info Copy [Alt + I] Print a copy of the current folio for information only (not 
an invoice). 

Settlement or [Alt + E] Issue an Interim Bill, and Advance Bill, or a bill for an 

Check-out early departure, or Check-out. (Choose the type from the 
toolbar, which appears.) 

Close [Alt + C] Close all Billing windows and return to Billing Guest 
Search. 


Summary of the Billing Pop-up Menu Options 


When a guest’s bill is open, right-clicking anywhere in the grid area displays the 
Billing pop-up menu. 
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Add Guest View Alt+G 
Remove Guest View 


Edit Details Alt+D 
Delete Transaction Del 
Split Transaction i; 
Next Guest Alte. 
Prev. Guest Alt+, 


Rotate Windows Alt+Right 
Maximize Window Alt+Up 
Restore Window Size Alt+Down 


Transfer to' Window — Ins 
Transfer Balance Alt+B 


Add New Window Alt+A, 
Reorganize Windows Alt+yW 
Hide Window Alt+H 


The table below, Table 17: Billing Menu Items, is a brief summary of the options 


available from the Billing menu. 


Depending on what windows are open when you right-click, one or more of the menu 


items may not be active. 


Table 17: Billing Menu Items 


Use this option... Quick key... 
Add Guest View [Alt+G] 


Remove Guest View None 


Edit Details [Alt + D] 
Delete Transaction [Del] 
Split Transaction [/] 

Next Guest [Alt + .] 
Previous Guest [Alt + ,] 
Rotate Windows [Alt + >] 
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To do this... 


Open another bill without closing the current 
one. 


Close the current bill without closing other open 
bills. 


Edit the details of the highlighted transaction 
Delete the highlighted transaction. 


Split the highlighted transaction into two 
charges. 


(When two or more bills are open.) Bring the 
next bill to the top of the pile. 


(When two or more bills are open.) Bring the 
previous bill to the top of the pile. 


Rotate the folio display of the current bill. 


Use this option... Quick key... 


Maximize Windows [Alt + T] 


Restore Window Size [Alt + J] 


Transfer to Window [Ins] 
Transfer Balance [Alt + B] 
Add New Window [Alt + A] 


Reorganize Windows [Alt + W] 


Hide Window [Alt + H] 
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To do this... 


(When several folios display together on a bill.) 
Maximize the folio display size so that only one 
folio displays at a time. (Other folios are then 
accessed by clicking on the numbered tabs at 
the right edge of the bill. 


(When Maximize Windows has been used.) 
Restore the previous folio display. 


Transfer the selected item(s) in another folio of 
the current bill, to the active folio. 


Transfer the balance of the current folio to a 
different folio or guest bill. 


Create a new folio in this bill. 


Select a different display arrangement for the 
folios in the current bill. 


Remove the current folio from the current 
display. (Folio is not deleted and can still be 
accessed by clicking its tab on the right edge of 
the screen.) 


Summary of Postings Menu Buttons 


The table below summarizes the buttons on the Postings menu, which opens when you 
click the Postings button on the Cashiering toolbar, or type [Ctrl + E], and login. 


_ ]Postings Menu 


Manual Pasting Journal Read IFC Charges 


C/C Settlements Clearances 


Close 
fi 


Figure 3. The Postings Menu 
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Table 18:The Postings Menu 


Use this button... 


Manual Posting 
Journal 


Read IFC Charges 


C/C Settlements 


Clearances 
Close 
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Quick Key 
[Alt + M] 


[Alt + J] 


[Alt + F] 


[Alt + S] 


[Alt + A] 
[Alt + C] 


To do this... 


Post a charge without opening the guest 
bill. 


View the Journal of postings by cashier, 
for today or for a previous day. 


(If configured.) Read all interface charges, 
which have not yet been posted, and post 
them. 


(If configured.) If the hotel works with a 
Credit card Interface that uses batch 
settlement, this option can be used to 
view or modify the records waiting to be 
settled, and send them to the credit card 
system for settlement. 


(If configured.) Post a clearance. 
Close the Postings Menu. 


3 


Billing Window Options 


This chapter deals with the options available from the Check-out Options toolbar, 
which opens when you click the Options button on a guest bill. 


The only option not covered in this chapter is Routing. Routing is dealt with fully in 
the main Billing chapter. 


Instructions in this chapter assume that the billing screen is open, and that you have 
clicked OPTIONS to display the Check-out Options toolbar. 


Figure 4. The Check-out Options toolbar 
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Summary of Billing Options 


Table 19, below summarizes the functions of the buttons on the Check-out Options 
toolbar (which opens when you click OPTIONS on the billing window). Options that 
require more than one step are described in the sections that follow. 


Table 19: Check-out Options 


Use this button... 


Routing 

Fixed Charges 
Auth. Direct Bill 
Folio Style 


Preview Folio 
Phone Details 
Enable / Disable 
Phone 


Posting Changes 
Credit Cards 


Package Options 
Consolidate 
Pay Only 


Profile 
Reinstate 


Room & Tax 
Personal Info 


Close 
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To do this... 
Create and define folios for the current guest bill. (See Chapter 2.) 


Enter, view and modify fixed charges for the current bill. Suite 7 
automatically posts Fixed Charges during the night audit, and 
when you print an advance folio. 


Confirm the direct billing status of the current bill (Authorized or 
Unauthorized). 


Open the Folio style toolbar, from which you select the print layout 
for the current folio. 


View on the screen the current folio layout or details. 
Display a list of all telephone calls from the guest’s room. 


Enable Phone prints details of all telephone numbers called from 
the room, on the bill. (Toggles with Disable Phone, which disables 
the printing of the telephone numbers on the bill.) 


View a log of changes that have been made to folio. 


Open the Credit Card Interface dialog box. 
(Only available if the Suite 7 Credit Card Interface is enabled.) 


Display and update a list of all package elements for which an 
allowance has been created. 


Combine all the charges from a particular department, within a 
selected date range, into a single charge. 


Accept a payment without having to print the folio and issue an 
invoice. 


Open the guest profile to view or update it. 


Reinstate a checked out guest, either to the guest’s original room 
or to a PX room number. 


Post Room and Tax for today. (This is normally automatic, but you 
may need to post it early on in the day.) 


Type in text that will appear on the bill if issued now. (This 
information is not saved when the billing window is closed.) 


Close the Check-out Options toolbar. 


Billing Window Options 


Fixed Charges 


The option Fixed Charges allows you to post specific charges on a daily basis. You can 
also edit or delete a fixed charge. Suite 7 will post the fixed charges automatically 
during the night audit and when you print advance folio. 

Entering a new fixed charge 

To enter a new fixed charge: 

1. From the Check-out Options toolbar, click FIXED CHARGES. 


The Fixed Charges screen appears with the name and dates of the reservation. 


(JFixed Charges ees | 


Department ty Price [Currency] Arrangement| Total Amount 41 


2. Click NEw. 
The Edit Fixed Charges dialog box appears. 
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[PJ Edit Fixed Charges Ea 
Name: Dyer 
Arrival: 09/09/99 Departure: 13/09/99 Nights: 4 Nights 


Depatnent (i ~ | Anange [~ >] 
Quantity 1 Price 0.00 


OK Abort 
v4 ®@ 


3. Click the Department drop down arrow and choose the department you want to 
set a fixed charge for. 


4. Type the quantity and price in the appropriate fields. 


Note: Some departments may include the price when you select the 
item. In those instances the price will be filled in automatically once 
that department was selected. 


5.  Ifrequired, select an arrangement code to include the selected department under 
specific arrangement group when you print the folio. 


6. Click OK. 


The Edit Fixed Charges dialog box is closed. The Fixed Charges screen appears 
displaying the department, quantity, and price appear in the dialog box and the 
total fixed charges price appears as Total fixed charge. 


7. Repeat steps 2-6 for every additional department you want fixed charges for. 


The Total fixed charges increments by each additional price. 
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] Fixed Charges 


Department —— Price Currency |Arrangement |Total Amount 


200 - Breakfast 5.00/DM 
250 - Room Service 


8. Click CLOSE. 


The Fixed Charges screen is closed. 


Editing a fixed charge 

You can edit a fixed charge. 

To edit a fixed charge: 

1. From the Check-out Options toolbar, click FIXED CHARGES. 


The Fixed Charges screen appears. 
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] Fixed Charges 


Department ~— Price Currency |Arrangement|/Total Amount * 


200 - Breakfast 5.00/DM 


250 - Room Service 


2. Select the Fixed Charge that you want to edit. 
3. Click EDIT. 
The Edit Fixed Charges dialog box appears. 


~ J Edit Fixed Charges 


200 -Breakfast. 


4. Enter any changes you want to make. 


Note: Some departments may include the price when you select the 
item. In those instances the price will be filled in automatically once 
that department was selected. 
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5. Click OK. 


The Edit Fixed Charges dialog box is closed. The Fixed Charges screen appears 
displaying the department, quantity, and price appear in the dialog box and the 
total fixed charges price appears as Total fixed charge. 


6. Click CLOSE. 


The Fixed Charges screen is closed. 


Deleting a fixed charge 

You can delete a fixed charge. 

To delete a fixed charge: 

1. From the Check-out Options toolbar, click FIXED CHARGES. 


The Fixed Charges screen appears. 


] Fixed Charges 


Department —- Price urrency |Arrangement |Total Amount - 


200 - Breakfast 5.00|/DM 5.00 
250 - Room Service 


2. Select the fixed charge that you want to delete. 
3. Click DELETE. 


A confirmation message appears. 
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4, 


Confirmation EW 


() Delete this charge ? 


Click YES. 


The fixed charge is deleted. 


5. 


Click CLOSE. 


The Fixed Charges screen is closed. 


Authorize Direct Bill 


You can authorize direct billing from the billing window, using the Check-out Options 
toolbar. 


A user who does not have the authority to authorize direct billing, may only view (not 
alter) the direct billing status of a guest (that is, whether direct billing has been 
authorized for this guest, and who authorized it). 


To authorize direct billing: 


1. 
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Open the guest’s bill ({Ctrl+B] to open the Billing Guest Search dialog box, select 
the guest, and then click SELECT). 


On the Billing dialog box click OPTIONS. 
The Check-out Options toolbar appears. 
Click the AUTH. DIRECT BILL button. 


A confirmation dialog box prompts you, “Authorize for direct bill Check-out?” 


(2) Authorize for direct bill check-out? 


Note: If the guest already has authorization for direct billing, Suite 7 
asks if you want to cancel the authorization. 


Click YEs. 


Billing Window Options 


The system prompts you when authorization is complete. 


Micros-Fidelio Front Office 


Ci) Authorization completed. 


5. At the Authorization Completed prompt, click OK. 


In the Billing window the word Authorized appears next to the guest Balance 
field. 


Canceling Direct Billing Authorization 
To cancel authorization for direct billing: 


1. Open the guest’s bill ({Ctrl+B] to open the Billing Guest Search dialog box, select 
the guest, and then click SELECT). 


If Direct Billing has been authorized, the word Authorized appears in blue next to 
the guest Balance field (top right). 


2. On the Billing dialog box click OPTIONS. 
The Check-out Options toolbar appears. 
3. Click AUTH. DIRECT BILL. 


You are prompted: “Cancel Authorization?” 


C?) Authorized by S. Cancel authorization? 


4. Click YEs. 


The cancellation is confirmed. 


Micros-Fidelio Front Office [EE 


i) Authorization canceled. 
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5. Click OK. 


Authorization is canceled; the word “Authorized” is removed from the Balance 
field on the guest bill. 


Folio Styles 


The basic folio format, including how the folio prints out and correct translation for 
guests who speak different languages, is defined when Suite 7 is set up at your hotel. 
This can only be changed through Setup. However, you can alter the way Suite 7 
displays the postings on the folio. 


The Suite 7 standard setting for printing folios is “Detailed Folio”, which displays all 
postings, sorted by department code per day. However, Suite 7 gives you a wide choice 
of alternate styles for printing out guest folios, where similar postings are displayed 
together according to the guest’s individual requirements. Payments are always 
printed separately on all folio styles. 


When you select a folio style, it applies only to the given folio within the guest’s bill. 
This remains the currently selected folio style until you either change it or exit the 
guest’s billing screen. You can define a separate folio style for each folio in a guest’s 
bill. Any folio not assigned a special folio style will be printed out in standard folio 
style. 
Selecting a Folio Style 
To select a folio style: 
1. Inthe guest’s bill, click once on the folio you want to define a style for. 

The title bar for the selected folio becomes colored; other title bars are gray. 


2. Click OPTIONS, and then click FOLIO STYLE. 


The Folio Style toolbar appears, with a green checkmark next to the folio style 
that is currently selected. 
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_ ] Folio Style 


3. Click once on the required folio style. 


A checkmark appears next to the selected folio style, the style is assigned to this 
folio and the Folio Style toolbar closes. 


Summary of Folio Styles 


Table 20, below, summarizes the folio styles available in Suite 7. 


Table 20: Folio Styles 


This folio style... Does this... 

Detailed folio — The default option. One line per posting with room number, 

Standard date, text, supplementary text, and credit or debit amount. 

Department code Combines all postings of the same department code, and the 

summary per day same day, on one line. When there are two or more postings 
on a line, the number of postings appears in the 
Supplementary Text field. 


Helps make a very long folio more readable. 
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This folio style... 


Department code 
summary per stay 


Arrangement summary 
per day 


Arrangement summary 
per stay 


One line per day 


Daily summary for 
groups 


Person summary for 
groups 


Detailed folio sorted by 


room 


Detailed folio sorted 
chronologically 


Resort hotel folio 


Room + Breakfast 


Arrangement summary 
chronological 
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Does this... 


Combines all the postings of a particular department code 
during the entire stay. The date on the posting is the most 
recent of the postings in the group. 


Useful for a guest who stayed a week or two and only wants a 
short summary. 


If your hotel has assigned “Arrangement codes” to specific 
types of charges—for example code 1 for room and breakfast 
on the same day—these charges will be grouped together 
and printed as one line on the folio. Any postings, which do 
not belong to an arrangement, will be printed separately. 


One line per arrangement code for the whole stay. 


All postings on a single day, except payments, are combined, 
and printed on a single line. The text for each line is the day of 
the week. 


(On a group master bill:) Similar to “Department code 
summary per day”, but combines postings only if department 
code, date and price are all identical. 


Shows only postings on the group master, not those on the 
individual guest folios. 


(On a group master bill:) One line per guest per stay. 


Shows only postings on the group master, not those on the 
individual guest folios. 


The line-by-line detail is sorted by room number. 
Useful for groups. 
The line-by-line detail is sorted by order of posting. 


The resort hotel folio style indicates any rate changes clearly, 
as all room rate lines are first summarized by rate, followed by 
a detailed chronological listing of all other charges. 


Useful at resort hotels where some guests stay for long 
periods and have rate changes. 


Consolidates the breakfast charge with the room charge for 
the previous night. Listed as “Room charge” 


Similar to “Arrangement code per day”, but also lists the 
remaining postings chronologically. 


Billing Window Options 


This folio style... Does this... 


Summary by Check No. Groups together all POS postings with the same POS check 
number and sorts the folio by date. 


Group Folio — Subtotal Displays all the postings sorted by room number per day. 
by Day Includes sub-totals printed on a single line that summarize the 
total postings for each day. 


Group Folio — Subtotal Displays all the postings sorted by room number, with sub- 


by Guest by Day total per guest per day. 
Group Folio — Subtotal Displays all the posting totals sorted by department code, with 
by Dept by Day sub-totals for the day. 


Group Summary Folio Usually used for a Group Master, but can be used for an 
individual guest too. A Group Summary Folio consists of 
several folios: 

A folio with up to nine columns summarizing al/ charges to the 
Group Master, per guest. (The columns are defined, 
according to the hotel’s needs, in Setup.) 

A series of folios, each summarizing one of the columns from 
the first folio, per day. 

A “Master Summary”, summarizing all charges by main 
department group. 


Preview Folio 


Use the Preview Folio button to see on your screen how a folio will print out with the 
current style setting. 


To preview a folio: 


1. On the billing screen, activate the folio you want to preview, by clicking on the 
required folio tab at the right edge of the billing window. 


_ Checked In 


ai 


2. Click OPTIONS. 


The Check-out Options toolbar appears. 
3. Click PREVIEW FOLIO. 
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A preview of the current folio appears with a scrollbar and zoom buttons. 


=] Bush Folio BE 


Miami, FL 33160 
Usa 


Fidelio Version 7 for Windows, 13/09/99 


Room 134 

Arrival 28/08/99 

Departure 14/09/99 
INFORMATION COPY ONLY 


Description Debit EUR Debit DM Credit EUR Credit DM 


Flowers 13.43 25.00 
Minibar 17.54 32.66 
Check 


Total 


Total of taxable charges 30.97 EUR 57.66 DM 
Total of tax free charges 0.00 EUR 0.00 DN 
Total invoice net amount 30.97 EUR 57.66 DM 


4. To print an Information Only copy of the folio, click PRINT. 
5. When finished, click CLOSE. 


You return to the billing window. 


Note: If there are more folios in this bill, you are asked if you want to 
preview them too. 


Phone Details 


The PHONE DETAILS button on the Check-out Options toolbar gives you a list of all 
telephone calls from the guest’s room. 


To view phone details: 
1. On the billing screen, click OPTIONS, and then click PHONE DETAILS. 


The list of telephone calls from the guest’s room appears. 
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- ] Phone Details 


18/11/98 21:28:27 00:00:28 (053685940 


Posting Changes 


The POSTING CHANGES button on the Check-out Options toolbar displays a log of 
changes that have been made to the current bill. 


To view posting changes: 
1. On the billing screen, click OPTIONS, and then click POSTING CHANGES. 


The Guest Postings window appears, listing any changes that have been made to 
the current bill. 


| S| Guest Postings 


User [Time | IB Station ID 

ET 14 |*UNDEFINED* 
23/03/99 *UNDEFINED* 
23/03/99 13/09/99 Tran 230 to 134 Bush 16.00 *UNDEFINED* 
14 23/03/99 13/09/99 Split 230 16.23 + 16.00 DM “*UNDEFINED* 


14:53 23/03/99 B 09/09/99 Tran 220 to 134 Bush 90.00 "*UNDEFINED* 
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Credit Card Functions 


The CREDIT CARDS button on the Check-out Options toolbar will only be active if the 
Suite 7 Credit Card Interface is enabled at your hotel. 
Enter an Approval Code Manually 


To accept a credit card settlement from a guest when your regular credit card interface 
is down, you can enter the approval amount and approval code manually, using the 
ENTER APPROVAL CODE radio button. 


To enter approval code manually: 
1. On the billing screen, click OPTIONS, and then click CREDIT CARDS. 
The Credit Card Interface dialog box appears. 


C Authorization Rule 


© Additional authorization 


® Courtesy Card Handling 


Abort 
®@ 


KR 


2. Ensure that the Enter approval code radio button is selected and click OK. 


The Enter Approval Code dialog box appears. If an amount and code have already 
been entered, they appear in the fields. 


_ ]Enter Approval Code 2/ xi] 


Approval Amount 0.00 


Approval Code 
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3. Type in the Approval Amount and the Approval Code, and then click OK. 
You return to Credit card Interface. 
4. Click CLOSE. 


You return to the Billing window. 


Alter the Current Authorization Rule 


The Authorization Rule is the method the credit card interface uses to calculate the 
authorization amount. You can change the default method, for a particular guest, 
using the AUTHORIZATION RULE radio button. 


To alter the authorization method: 
1. On the billing screen, click OPTIONS, and then click CREDIT CARDS. 


The Credit Card Interface dialog box appears. 


©] Credit Card Interface Ea 


C Enter approval code 


C Additional authorization 
™ Courtesy Card Handling 


Abort 
® 


OK 
v 


2. Click the Authorization Rule radio button to select it, then click OK. 


The Authorization Rule dialog box appears. 
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4 ] Authorization Rule 2|x| 


3. LOS * (Rate + Persons * [Amount] } | 


Eales 


3. Select the new calculation method from the drop down list. 


The selected method appears in the field. 


& ] Authorization Rule 2|x| 


|6. Percentage J 


Elged 


Note: Depending on which method you choose, an Amount field may 
also appear on the dialog box. 


4. When ready click OK. 
You return to Credit card Interface. 
5. Click CLOSE. 


You return to the Billing window. 


Get Authorization for a Higher Amount 


When you want to get approval for an additional amount—above what the credit card 
company has already approved—use ADDITIONAL AUTHORIZATION. 
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To get authorization for an additional amount: 


I 


2. 


On the billing screen, click OPTIONS, and then click CREDIT CARDS. 


The Credit Card Interface dialog box appears. 


> ] Credit Card Interface 


Click the Additional Authorization radio button to select it, then click OK. 
The Authorization Rule dialog box appears. 


a ] Additional authorization 21x! 


1,000.00 
58.00 


fi 000.00 a 


2 |e 


Type in the new authorization amount. 
Click OK. 


The credit card company is contacted, through the interface, with the approval 
request. 


If the amount is approved, a message is displayed showing the approval code and 
the new approval amount. (These fields are automatically updated on the guest 
record.) 
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> Ifthe amount is not approved, a message is displayed to notify you that 
authorization was not received. (At such times, hotel policy is usually to call the 
credit card company directly.) 


5. When ready click OK. 
You return to Credit card Interface. 
6. Click CLOSE. 


You return to the Billing window. 


Courtesy Card Handling 
Not supported at this time. 


Package Options 


A reservation can have packages attached to it via the rate code or through the 
packages field. The Package Options option displays a list of all package elements for 
which an allowance has been created. The creation of the allowance is done 
automatically by Suite 7 at check-in and during the night audit. You also can route a 
package allowance to another guest so, if the charge for the package is posted on the 
other guest’s folio, it will use the correct allowance. 


Viewing package elements for which an allowance has been created 
To view package elements for which an allowance has been created: 
From the Check-out Options toolbar, click PACKAGE OPTIONS. 


The Reservation Packages dialog box appears. 


« j Reservation Packages |. | OF x} 


Display Route Close 
Routings Packages eae 


The Reservation Packages dialog box fields are explained in Table 21, page 133. 


The Reservation Packages dialog box buttons are explained in Table 22, page 133. 
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Table 21:Reservation Packages dialog box fields 


Field... 
Item. 
Description 


Date 
Allowance 
Posted 
Over 
Routed To 
Posted To 
Allow. Of 


Other 


Definition... 
The package element code. 


The description of the department code that the allowance was 
created for. For example, department code 210 is the Golden 
Nugget. 


The date for the allowance. 

The amount of the allowance. 

The amount that was posted. 

Over or under the allowance amount. 

Room number to which the allowance is routed. 
Room number to which the allowance is posted. 


Room number of the allowance used. 


Other room allowance; if the allowance of the room it was routed 
to is used. 


Table 22:Reservation Packages dialog box buttons 


Click this button... 
DISPLAY ROUTINGS 
ROUTE PACKAGES 


REFRESH 


To do this... 
See if and where packages are routed. 


Display Profile grid, from which you choose routing destination. If 
routing already exists, the system displays the name of the guest 
the packages are routed to, and enables you to cancel the routing 
instruction. 


Check and updates changes made in packages. This option is 
necessary to run only if the guest has checked in already, and if 
you made changes to packages. If you attach a new package to 
the reservation, change or remove an attached package, or when 
you change the rate code to another rate with different packages. 


Routing the allowance 


The routing package option allows you to redirect package allowances from one 
account to another account. For example, the children’s charges could be directed to 


the parent’s room. 


The target room is the room that the charges are being directed to. Suite 7 determines 
whether the target room can exceed it’s own allowance and use the allowance that 
might be available for the other source rooms. 
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When you route packages, you redirect the package allowance for all package postings 
connected to the room. The system will add up all package allowances accumulated on 
the target room in order to produce a total for the particular department code 
allowance. 


To route the allowance: 
1. Select the reservation that the package is being routed from. 
2. From the Reservation Options dialog box, click PACKAGE OPTIONS. 


The Reservations Packages dialog box appears. 


. ] Reservation Packages 


Item |Description Allowance |Posted Over + 


HEA | re (9 50.00 


3. Click ROUTE PACKAGES. 


The Route Packages dialog box appears. 


| ] Route Packages 


| 09/09/99 
09/09/99 9/09/99 


Andrews 23/08/99 10/09/99 


‘s Matrouk 27/08/99 a9/09/99 


4. From the Route Packages dialog box, select the reservation to which the 
allowances are being routed. 
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You can search for the reservation by typing the first few letters of the name in 
the Name field or type the beginning of the room number in the Room No field. 


5. Click OK. 


The Route Packages dialog box is closed. A confirmation message appears. 


(2) Use other allowances on target room? 


6. Click YES or NO 


The allowance is routed. 


Displaying routings 

You can display the reservation that the allowance has been routed to. 
To display routings: 

1. Select the reservation that the package is being routed from. 

2. From the Reservation Options dialog box, click PACKAGE OPTIONS. 


The Reservations Packages dialog box appears. 


Gy Reservation Packages | _ [Oy x! 


Display Route Close 
Routings | Packages Refresh 


3. Click DISPLAY ROUTINGS. 


A message appears displaying the guest name that the allowance has been routed 
to. 
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4, 


Micros-Fidelio Front Office 


Click OK. 


The message box is closed. 


Checking and updating changes 


You can check and update changes made in packages. This option is necessary to run 


only if the guest has checked in already, changes were made to the packages. For 
example, attach a new package to the reservation, change or remove an attached 
package, or change a rate code to another rate with different packages. 


To check and update changes: 


1. 


From the Check-out Options toolbar, click PACKAGE OPTIONS. 
The Reservation Packages dialog box appears. 


From the Reservation Packages dialog box, click REFRESH. 


The Reservation Packages dialog box appears displaying the updated package 


items. 


Cancel routing of package charges 


You can cancel the routing of package charges. 


To cancel routing of package charges: 


1. 
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From the Check-out Options toolbar, click PACKAGE OPTIONS. 


The Reservation Packages dialog box appears. 


« 5 | Reservation Packages BEE 


Item |Description Date Allowance |Posted Over RoutedTo |PostedTo |Allow.Of aac 


losvosvo2 20.00| 104 


Display | Route Close 
Routings | Packages Refresh 


Billing Window Options 


2. Click ROUTE PACKAGES. 


A confirmation message appears. 


Confirmation Ea 


/ “@ ) Packages are currently routed to Collier (204) IN . 
»° Remove package routing? 


3. Click YES to remove package routing. 


The package routing is cancelled. 


Consolidating Charges from One Department 


With consolidation you can simplify a guest’s bill by combining charges of the same 
department to appear as a single charge per department. 


You can choose which department charges to consolidate. You can choose to 
consolidate any or all of the folios (windows) in the bill, but you cannot consolidate 
both pre-billing-postings and in-house-postings. You will be prompted to choose which 
category of postings to consolidate. 


You can also define a date range, or consolidate charges for the whole of the guest’s 
stay. However, you cannot consolidate charges on the day they are posted. 


Note that consolidated charges cannot be unconsolidated! Therefore, if you want to 
print the folio in consolidated form but not actually consolidate the postings, then use 
the folio style option. However, if the folio is very long and the guest is no longer 
interested in the details, you can consolidate the folio. 


To consolidate charges: 
1. On the billing screen, click OPTIONS. 


The Check-out Options toolbar appears. 
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_ ]Check Out Options 


2. Click CONSOLIDATE. 
A Consolidation dialog box for this bill appears. 


_ ]Consolidation for Mr. William Andrews 


3. Using the drop-down calendars in the From and To Date fields, select the date 
range for the consolidation. 
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23/08/99 


Note: The default date Range is from Check-in till yesterday. 


In the Departments field, click the down arrow to open the Select Departments 
list. 


~ ]Select Departments 


¥ All Department Co 
Room Charge 
Tax 
Extra Room Charge 
Day Let 
No Show 
Rebate Room Charge 


Breakfast 
Golden Nugget 
Caf, Jardin 
Jazz Club 
Havanna Bar 
Room Service 
Banqueting 


Do one of the following: 
Use the INCLUDE button to select those departments you want to consolidate, or 


Use the EXCLUDE button to exclude only those departments you do not want 
consolidated. 


Note: The default setting is to consolidate charges from all 
departments. 
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6. When ready click OK. 


You return to the Consolidate dialog box and the selected departments appear in 


the Departments field. 


7. Inthe Window No. field, select the folio you want to consolidate—or ALL 


WINDOWS—from the drop-down list. 


« j Consolidation for Mr. William Andrews RAEI 


From Date [23708799 pa To Date fos/ogv93 x] 


Departments FF x] 


Window No (L- Andrews] aa 


1 Andrews 


2 Apex Travel 


8. When ready click OK. 
You are asked to confirm. 


Confirmation x! 


(2) Are you sure? 
No | 


Note: Remember, consolidation cannot be reversed! 


9. To proceed with Consolidation click YES. 


The required charges are consolidated as specified. 


Pay Only 


You may select the Pay Only option to accept a payment without issuing an invoice. 


Note: The PAY ONLY option has been disabled for pre-arrival guests. 
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To accept a payment without issuing an invoice: 


al 


On the Options toolbar click PAY ONLY. 


The Payment for dialog box appears, with the full sum due shown in the Amount 
field. 


wd Payment for (1) Lobster 


912]-Diners Club 7 


3643 295 001 0010 


a 


Note: The Payment Department field defaults to the payment method entered in 
the Reservation dialog box. If necessary, use the drop-down list to change the 
payment method. 


For a check payment, you may enter the check number in the Supplementary Info 
field. For a credit card payment, enter the credit card number and expiry date 
into their respective fields (which appear when you select the payment method in 
the previous step). 


Click Post. 


The payment is posted to the relevant folio, but no invoice is issued and the folio 
is not printed. 


Update a Guest Profile 


You can view or update a guest profile, if necessary, from the billing screen. 


To open a guest profile: 


ie 


On the Options toolbar click PROFILE. 


The profile associated with the current bill opens. 
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_ ]Cameron Profile 


VIP - Group Manag 
[Joanne ZaEO67AM 
29/02/60 
Hobble Shoe Co. 


v 


second pillow 


friendly guest, interested in local news and events. 


Figure 5. A Guest Profile 


2. Update any of the active fields in the Guest Profile as necessary. (For details 
about using Guest Profiles, refer to the Suite 7 Reservations Manual.) 


3. When finished, click CLOSE. 


You return to the Billing window. 


Reinstate a Checked Out Guest 


The REINSTATE button on the Check-out Options toolbar is used if a guest decides to 


stay longer at the hotel after checking out, or wants to post charges to their bill after 
checking out. 


To reinstate a checked out guest: 


1. Open the Billing Guest Search dialog box ({Ctrl+B] and login at the prompt). 
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Acet, Ralph 09/09/01 10/09/01 .80 Checked In Rockwell International 
Adair, Scott 09/09/01 10/09/01 .00 Checked In The Boot Factory 

Al Matrouk, Faisal 27/08/01 09/09/01 .00 Due Out 
Andrews, William 23/08/01 10/09/01 3,141.00 Checked In 


Baker, U. 2wo8/01 13/09/01 58.00 Checked In 


“American Airlines AAITT7-Crev 


20/08/01 14/09/01 Checked In 


‘2708/01 10/09/01 00 Checked In American Airlines AAI777-Cre, 


Brewster, Maureen 23/08/01 14/09/01 2,944.00 Checked In Digital Equipment 
Broadhurst, Chris 20/08/01 15/09/01 3,666.00 Checked In ‘New York Stock Excha 
Bush, Mike 2708/01 16/09/01 1,990.50 Checked In Saks Sth Avenue 
Bush, P. 28/08/01 14/09/01 35.00 Checked In ‘Fidelio Software GmbH FID2205 
{ Cameron, Joana 23/08/01 15/09/01 3,892. 00 Checked In Fidelio Australia 
Chuna, Dennis 26/08/01 09/09/01 2,480.00 Due Out | of 


AMtivel Were) | 
Click the CHECKED OUT ONLY checkbox. 


A tick appears in the checkbox and the list now includes only guests who have 
already checked out. 


Select the guest you want to reinstate by clicking once on the guest’s name (it 
becomes highlighted) and then clicking SELECT. 


The guest’s bill appears, with the words “Checked Out” under the balance 
amount, at the top right of the bill. 
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4. 


5. 
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> ] Billing Dr. Joanna Cameron Room: 116 


100 | ge 100.00 | 100.0 


m7 
r 
i 
- 
7 


610 


Laundry 


Click OPTIONS. 
Check-out Options appears. 


_ ]Check Out Options 


Click REINSTATE. 


Billing Window Options 


You are asked if you want to reinstate the guest to their original room or to a PX 
room (if the system is set up to use PX rooms). 


Reinstate to Original or P< room 


6. Do one of the following: 


> To restore the guest to their original room, click Original Room. (This is providing 
the room has not been reallocated in the meantime.) 


> To reopen the guest’s bill without restoring their room, click PX Room. (This 
reopens the bill with the number of the original room prefixed by the letters PX. It 
does not allocate the original room to this guest.) 


You are then asked whether you want to activate the interfaces. 


Confirmation mE 


(?) Send Check-In to interfaces? 


7. Click the appropriate button. 
You are reminded that you will have to check this guest out later: 


Micros-Fidelio Front Office 


Ci) Please remember to check-out any guests reinstated. 


8. Click OK. 


The guest is reinstated and the reference under the balance field is altered to read 
Due Out instead of Checked-Out. 


Personal Info 


Use the PERSONAL INFO button on the Check-out Options toolbar to type in any 
information you want added to a bill (or Info Copy) you are about to print out. 
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Personal Info is saved as long as the Billing window is open, but when you close the 
Billing window the information is lost. 


For Personal Info to print out on a bill, the folio layout must include the starcode *PO. 


To add personal info to a bill: 


1. 
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On the billing screen, click OPTIONS. 
The Check-out Options toolbar appears. 
Click PERSONAL INFO. 

The personal Info dialog box appears. 


= ] Personal info BE 
[ Ps 


I | 


Print OK Abort 
v @ 


Type in the text you want to appear on the folio you print out. 
Press OK. 

You return to the Billing window. 

Print out the required folio in the usual way. 


The Personal Info text appears on the printed folio. 


Note: Once you close the Billing window the Personal Info text is lost. 


4 


Payments and Check-out 


This chapter deals with the various check-out methods, as well as with accepting 
payments to a guest folio. Payments may be made either during the guest’s stay or at 
check-out. 


The standard check-out procedure enables you to display the guest folio, print out the 
guest folio, create a bill number, and record the folio in Folio History where you can 
access it at a later date, if necessary. Use Quick Check-out (page 154) to check-out a 
guest without having to display the guest folio. 


Interim Billing (page 158) is where the guest settles part of the bill before the check- 
out date. With Advance Billing (page 163) the entire bill is settled before check-out, 
including—if necessary—anticipated charges such as Room and Board. 


Also included are Direct Billing (page 165) and Early Departures (page 161). 


Checking Out a Guest on the Scheduled Departure Date 


Follow the instructions here to check-out one or more guests on their scheduled 
departure date. For cases where a guest wants to pay some or all of the bill in advance, 
or check-out early, refer to “Interim Billing”, page 158 and to “Early Departures”, page 
161. 


To Check-out one or more guests due to depart today: 


1. Click the Billing icon (or press [Ctrl+B]) and login with your Cashier number and 
password at the prompt. 


Billina icon 


The Billing Guest Search dialog box appears. 


Page 147 


Suite 7 Cashiering Manual 


2. 


3. 
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(pee i ee 


Aceti Ralph 09/09/01 10/09/01 179.80 Checked In Rockwell International 
Adair, Scott 09/09/01 10/09/01 0.00 CheckedIn The Boot Factory 

Al Matrouk, Faisal 27/08/01 09/09/01 1.00 Due Out 
Andrews, William 23/08/01 | 10/09/01 3,141.00 Checked In 
Baker, U. 2708/01 | 13/09/01 58.00 Checked In American Airlines AAITT?-Crev 
Barnes, Laura 20/08/01 14/09/01 3,784.00 Checked In 
Barson, J. 27/08/01 10/09/01 $8.00 CheckedIn American Airlines AAITT?-Crev 
Brewster, Maureen 23/08/01 14/09/01 2,944.00 Checked In Digital Equipment 
Broadhurst, Chris 20/08/01 15/09/01 3,666.00 Checked In New York Stock Excha 
Bush, Mike 27/08/01 | 16/09/01 1,990.50 Checked In Saks Sth Avenue 
Bush, P. 28/08/01 14/09/01 35.00 Checked In Fidelio Software GmbH FID2205 
Cameron, Joana 23/08/01 15/09/01 3,892.00 Checked In Fidelio Australia 
Chuna, Dennis 26/08/01 oO9/09/01 2,480.00 i 


Click the Expected Departures checkbox. 


A checkmark appears in the checkbox and the window now lists only those guests 
that are due out today. 


|Amival [Departure |Balance [Stat 


26/08/01 09/09/01 2,480.00 Due Out 
‘Harris, L. 09/09/01 09/09/01 -50.00 Due Out 
‘Henderson, Jack 20/08/01 09/09/01 3,365.00 Due Out 
‘Henderson, Jack 28/08/01 09/09/01 1,450.00 Due Out Rockwell International 
‘Osborne, U. 08/09/01 09/09/01 230.00 Due Out American Airlines 

Paretti, E. os/o9/o1 09/09/01 0.00 Due Out 


Select the required guest or guests using one of the following methods: 


4. 


5. 


Payments and Check-out 


> Scroll down the list to find the guest’s name 


> Use the Room, Name, Group or Party fields to trace the required guest or 
guests. (When you use the group or party methods, the SELECT ALL button 
appears on the form). 


4 


re Room /|Guest Name Arriva Departure |Balance : 


Harddisk, Ron 28/08/01 14/09/01 Checked In Fidelio Software GmbH FID2205 
Leofel, Stephan 28/08/01 14/09/01 Checked In Fidelio Software GmbH FID2205 
Server, Michael 28/08/01 14/09/01 Checked In Fidelio Software GmbH FID2205 
Planter, Ramon 28/08/01 14/09/01 Checked In Fidelio Software GmbH FID2205 
Bush, P. 28/08/01 14/09/01 Checked In Fidelio Software GmbH FID2205 
Frame, I. 28/08/01 14/09/01 Checked In Fidelio Software GmbH FID2205 


eueset Brauch 


Click on the gray box to the left of each required guest name. 


A red check appears next to each selected name. 


Al Matrouk, Faisal 27/08/01 09/09/01 1.00 


| Room |Guest Name Departure |Balance R Group J 
| 


Harris, L. os/o9/o1 09/09/01 -50.00 Due Out 
Henderson, Jack 20/08/01 09/09/01 3,365.00 Due Out 


Osborne, U. 08/09/01 o9/09/01 American Airlines 
Paretti, E. 09/09/01 O9/09/01 


Ave! Wee) 


Click SELECT (to select those folios with a red checkmark) or SELECT ALL (to select 
all folios on the current listing). 
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The chosen bills open. (If the bill contains more than one folio, Folio 1 is 
highlighted.) 


Note: The LAST BILL button appears if a selection has previously been 
made. This enables you to return to the last bill (or bills) you opened. 


 ] Billing Mr. Dennis Chuna Room: 125 


H 


ratci | : -200.00 | 
*Room Charge 26/08/02 = 160.00 «160.00 
*Tax 26/08/02 16.00. 16.00 
*Caf, Jardin (26/08/02 10.00, 10.00 

Telephone 27/08/02 5.00 5.00 
10 Minibar 27/08/02 3.00 3.00 
Laundry 27/08/02 10.00, 10.00 
*Room Charge 27/08/02 «160.00 »—160.00 
*Tax 27/08/02 16.00 16.00 
*Caf, Jardin 27/08/02 10.00, 10.00 
Jazz Club (28/08/02 10.00 10.00 
| Massage - 23/08/02 5.00 5.00 
Flowers 29802 8.00. 3.00 
*Room Charge 29/08/02 «160.00 160.00 


6. For each guest do the following: 


tr 200.00 


ella ET” | 
| [Department PB [Date Amount [Price Quantity [Supplement Reference a 


2 BEE EEE EEE Eee Es! 


a Click CHECK-OUT. 
The Type toolbar appears. 


Type 
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Note: If the parameter “Check-out without closing Folio (PX) - openfol 
co” is off, you will not get this toolbar. Instead, the Payment for dialog 
box will appear straight away. 


Click NORMAL CHECK-OUT. 


The Payment for dialog box appears, with the full sum due shown in the 
Amount field. 
[J] Payment for (1) Chuna HEI 


Payment Department Amount 


| 901)]-Check' 7] 2 480.00 EUR 


Supplementary Info 


——— 


Description Reference # 
[Check fi 
I Zipped-Out 


(VJ Payment for (1) Lobster HEI 
Payment Department Amount 
x 168.05 EUR 
Credit Card Number Expiry Date 
[3643 295 001 0010 fi 2/05 
Description Reference # 
[Diners Club fi 
I Zipped-Out 
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Note: The Payment Department field defaults to the payment method 
entered in the Reservation dialog box. If necessary, use the drop-down 
list to change the payment method. 


For a check payment, you may enter the check number in the Supplementary 
Info field. For a credit card payment, enter the credit card number and 
expiry date into their respective fields (which appear when you select the 
payment method in the previous step). 


The description field is automatically completed with a description of the 
payment department code selected. 


If the guest is checking out by Express Check-out, click the Zipped-Out 
checkbox. (This is so that the guest will appear as an express check-out in 
hotel statistics.) 


A checkmark appears in the Zipped-Out checkbox. 
Click POST. 


The payment is posted to the relevant folio, and an itemized receipt is 
printed out. 


If there is another folio in the bill, you are prompted to process it. 


(2) Process window 2? 


Click YES and repeat steps step 6 c—e, page 150 as required. 


When all folios in the bill have been paid, the Balance due (registered at the 
top right of the guest’s Bill) is zero, and the words “Checked Out” appear in 
blue directly beneath it. 


' Balance: 0.00 
Checked Out 
10 2 
Date [Amount [Ps 
28/08/99 10.00 


Payments and Check-out 


Note: You cannot check-out a guest folio unless the entire bill has a 
zero balance. 


g. Ifmore than one bill is open, move to the next bill by clicking on the tab for 
that bill. (You can also toggle from tab to tab using [Alt + >] to move to the 
right and [Alt + <] to move to the left.) 


The chosen bill comes to the top of the pile. 
h. When you finish processing each bill, click CLOSE. 
When you close the bill, you are returned to the Billing Guest Search dialog box. 


Checking Out without Closing the Guest’s Bill 


This option checks the guest out of the room, so the room is recorded as vacant and can 
be assigned to a new guest, however the bill is not closed. The main purpose of this 
option is to “hold” the account before passing it to Accounts Receivable. There may still 
be adjustments to be made or additional charges to be posted. 


Only guests due out today can be checked out without closing the bill. 
To Check-out a guest without closing the bill: 


1. Click the Billing icon (or press [Ctrl+B]) and login with your Cashier number and 
password at the prompt. 


Billina icon 


The Billing Guest Search dialog box appears. 

2. Click on the guest’s name to highlight it, and press SELECT. 
The guest’s billing dialog box opens. 

8. Click CHECK-OUT 


The Check-out Type button bar appears. 


Page 153 


Suite 7 Cashiering Manual 


Normal Check-Out 


Don't Close Folio 


Abort 


® 


4. Click DON’T CLOSE FOLIO. 


The guest’s room number is changed to a PX number. 


Micros-Fidelio Front Office 


1) Guest folio moved to account P<117. 


5. Click OK. 


Note: If the room status is “Inspected” or “Clean”, you will be asked if 
you want to change the status to “Dirty”, or “Change to Touch Up”. 


On the guest’s bill, the room number now includes the prefix PX. This indicates 
that the guest has left the room. A prompt confirms the PX number. 


Note: When a PX room number appears on a guest’s bill, the guest is no 
longer checked into that room. In fact a different guest may be checked 
in to the room. The PX number only means that this guest once stayed 
in this room. 


6. On the guest bill click CLOSE. 


The guest’s bill is now registered on the Guest Billing Search list as a PX number. 


Quick Check-out 


Use Quick Check-out when the guest does not require folio details. If there is a balance 
outstanding, Quick Check-out issues a receipt and checks the guest out. If there is zero 
balance, the guest is simply checked out. A folio will only be printed if no folio has 
previously been printed. 
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Quick Check-out speeds up the check-out procedure. 


To Quick Check-out a guest: 


1. 


2. 


Click QUICK CHECK-OUT . 


Quick Check-out icon 


Type in your cashier number and password, and click LOGIN. 


The Quick Check-out dialog box appears listing all guests due out today. 


Quick Check-out Guest Search 
[ [Reon [oustNewe [Arial [Depertre[Baiece [Sunes [Onmpeny ——_—*4 
yPxi3t Harris 09/09/99 o9/09/99 80.00 Due Out 
yx? Henderson 20/08/99 o9/09/99 3,365.00 Due Out 
Henderson 28/08/99 09/09/99 1,355.00 Due Out Rockwell International 
09/09/99 os/o9/99 180.00 Due Out 


20899090989 | 2480 00/DueOw 


Select the guest using one of the search fields, or by scrolling down the list. 


The required guest name is highlighted. 
Click SELECT. 
A Payment For dialog box for the selected guest bill appears. 


The outstanding balance is automatically filled in, as well as the payment method 
given in the Reservation. If the payment method is a credit card, the number and 
expiry date are also filled in. 
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[VJ Payment for (1) Chuna HEI 


Payment Department Amount 


| 901]-Check' 7] 2 480.00 EUR 


Supplementary Info 


—— 


Description Reference # 
[Check fi 
T Zipped-Out 


(J Payment for (1) Lobster HEI 
Payment Department Amount 
x 168.05 EUR 
Credit Card Number Expiry Date 
[3643 295 001 0010 f2705 
Description Reference # 
[Diners Club fi 
I Zipped-Out 


5.  Ifnecessary alter the payment method and enter supplementary information. 

6. Ifthe guest is checking out by Express Check-out, click the Zipped-Out checkbox. 
A checkmark appears in the Zipped-Out checkbox. 

7. When ready click POST. 


A receipt is printed out for the guest. 
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Quick Check-out for Guests with Zero Balance 
Use this procedure for guests who have settled their bill in advance of check-out time. 
To Quick Check-out guests with zero balance: 


1. Click QUICK CHECK-OUT . 


Quick Check-out icon 


2. Type in your cashier number and password, and click LOGIN. 
The Quick Check-out dialog box appears listing all guests due out today. 


Quick Check-out Guest Search 


09/09/99 o9/09/99 80.00 Due Out 
Henderson 20/08/99 o9/09/99 3,365.00 Due Out 
Henderson 28/08/99 09/09/99 1,355.00 Due Out Rockwell International 
Parettt os/o9/99 o9/09/99 180.00 Due Out 


Rodriguez 9 09/09/99 2,480.00 | Due Out 


3. Click ZERO BALANCE CHECK-OUT. 


Suite 7 searches the list of guests due out for those with zero balance. One of the 
following messages appears: 


>  Ifthere are guests with zero balance, the following prompt appears: 


Confirmation 


2) 


ca 
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Proceed as in step 4, below. 


>  Ifthere are no guests with zero balance, the following message appears: 


Micros-Fidelio Front Office 


Ci) No records found for zero balance check-out. 


Click OK, and then click CLOSE to close the Quick Check-out window. 
To proceed with Zero-balance Check-out, click YES. 


Note: If Suite 7 finds Day Use guests with a zero balance you will 
receive a prompt asking if you want to post Day Use for each of the zero 
balance guests. To post Day Use, click YES, otherwise click No. (If you 
post Day Use for a guest, that guest will no longer have zero balance.) 


The folios with zero balance are checked out and all bills that have not been 
printed previously are printed. 


Click CLOSE. 
Quick Check-out closes. 


Interim Billing 


Guests will sometimes want to settle a portion of their bill before their departure date. 


Follow these instructions to make a payment to a guest folio for a guest who is not 
leaving the hotel till a later date. 


To make a payment on a guest folio: 


1. 
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Click the Billing icon (or press [Ctrl+B]) and login with your Cashier number and 
password at the prompt. 


Billina icon 


The Billing Guest Search dialog box appears. 
Click on the guest’s name to highlight it, and press SELECT. 


Payments and Check-out 


The guest’s billing dialog box opens. 


3. Ifthe bill contains more than one folio, select the required folio by clicking 
anywhere on it, or by clicking on the required folio tab (see Figure 6, below). 


| 23/08/99 Departing: 15/09/99 Persons: 2 Rate Code CORP1 VIP- Group Manager Balance: 
Company: Fidelio Australia i : 
(1) Cameron 3,694.00 


101 *Tax 23/08/99 
200 *Breakfast 23/08/99 
100 *Room Charge 24/03/99 100.00 
101 *Tax 24/08/99 10.00 


(2) Cameron 140.00 ~(3) Cameron 43.00 uf, ;- (4) Cameron 1500 
[Jan] [Department 

i 610|Laun ary 

220 Caf, Jardin 300 Minibar 

230 Jazz Club 640 Flowers 

210 Golden Nugget 


Info Copy Settlement Close 
ES 


Figure 6. A Guest's bill with six folio tabs on the right edge (Four of the folios are currently 
visible, the others are activated by clicking on the relevant tab.) 


The title bar of the selected (active) folio becomes blue; title bars of any other 
folios are gray. 


4. Click SETTLEMENT. 
The Folio Type button bar appears. 


<] Folio Type [AES 


Early Departure 


Advance Bill 
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5. Click INTERIM BILL. 


A Payment for dialog box appears, with the full sum due (for the selected folio 
window) entered in the Amount field. 


‘] Payment for (1) Chuna 


mz A 2 40.00 


6. Inthe Payment Department field, select the payment method from the drop-down 
list. 


Note: The Payment Department field defaults to the payment method 
recorded in the guest’s Reservation file. 


7. Inthe Amount field, type the amount the guest is paying (if different from the 
default value). 
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8. For a check payment, you may enter the check number in the Supplementary Info 
field. For a credit card payment, enter the credit card number and expiry date 
into their respective fields (which appear when you select the payment method in 
step 6, page 160). 


9. Click Post. 


The payment appears in the relevant folio, and the Amount Owing figure (at the 
top right of the bill) is updated. 


Note: if the whole amount due to date is paid, the balance becomes zero 
and the whole folio is grayed out. When further charges are posted to 
this folio, they appear in white, but the previous postings remain 
grayed out. 


10. Ifthere are other folios to balance, you are asked if you want to process them. 
11. When finished click CLOSE. 
The guest bill closes. 


Early Departures 


Use Early Departures to check-out guests who decide to leave the hotel earlier than 
planned. Suite 7 changes the departure date to the current date and then performs the 
check-out. 


To check-out a guest who is leaving early: 


1. Click the Billing icon (or press [Ctrl+B]) and login with your Cashier number and 
password at the prompt. 


Na a Al AEE Pa SED 


Billina icon 


The Billing Guest Search dialog box appears. 
2. Click on the guest’s name to highlight it, and press SELECT. 
The guest’s billing dialog box opens. 


3. Ifthe bill contains more than one folio, select a folio by clicking anywhere on it (if 
it is visible), or by clicking on the numbered tab for that folio, on the right edge of 
the bill. 
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The title bar of the required folio becomes blue; title bars of any other folios are 
gray. 
4. Click SETTLEMENT. 


The Folio Type toolbar appears. 


| Folio Type 


5. Click EARLY DEPARTURE. 


The Payment for dialog box appears, with the balance due for that folio. 


~ ] Payment for (1) Lobster 


3643 295 001 0010 


1_|| 


6. Inthe Payment Department field, select the payment method from the drop-down 
list. 


Note: For a check payment, you may enter the check number in the 
Supplementary Info field. For a credit card payment, enter the credit 
card number and expiry date into their respective fields (which appear 
when you select the payment method in the previous step). 
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7. When ready click POST. 


The amount of the current folio is deducted from the balance (at the top right of 
the bill). If there is another folio you are asked if you want to pay that too. Suite 7 
prints out an itemized receipt for the amount paid. 


8. Continue as above for any remaining folios on the guest’s bill. 


When all the folios in the bill have been processed, the total is zero and the guest 
is checked out. Notice the words “Checked Out” appear in the top right-hand 
corner of the Billing window. 


Arrival 23/08/99 Departing: 09/09/99 = Persons: 2 = Rate Code CORP1 VIP- Group Manager 
Company: Fidelio Australia 
-(1) Cameron 0.00 


Supplement 


230 Jazz Club 
210 Golden Nugget 


9. Click CLOSE. 
The guest bill closes. 


Advance Billing 


Sometimes guests may want to pay their entire bill before the end of their stay, or the 
hotel may want to forward the bill for Room and Tax to the travel agent, before 
departure. 


If the guest is staying only one more night, Suite 7 will post room, tax and any other 
fixed charges for that night. If the guest is staying for another two or more nights, 
Suite 7 asks if you want to post the fixed charges for tonight only, or for every night till 
the expected day of departure. 
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To accept payment before the end of a guest’s stay: 


1. 
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Click the Billing icon (or press [Ctrl+B]) and login with your Cashier number and 
password at the prompt. 


[Ee FSSC? Saab) 
ee 


Billina icon 


The Billing Guest Search dialog box appears. 
Click on the guest’s name to highlight it, and press SELECT. 
The guest’s billing dialog box opens. 


If the bill contains more than one folio, select the required folio by clicking 
anywhere on it, or by clicking on the required folio tab, on the right-hand edge of 
the bill. 


The title bar of the selected folio becomes blue; title bars of other folios are gray. 
Click SETTLEMENT. 
The Folio Type button bar appears. 


€ ] Folio Type HE 


Interim Bill 


Early Departure 


Click ADVANCE BILL. 


The Fixed Charges prompt appears, asking if you want to include charges 
expected during the remainder of the guest’s stay (for example, Room Charge). 


Payments and Check-out 


_ Fixed Charges 2] x| 


Should we postfixed charges for tonight only? 


Tonight 


[ ee 


Entire Stay 


6. Click the appropriate button. 
The Payment for dialog box appears. 
7.  Ifnecessary, use the drop-down list to select the correct payment type. 


For a check payment, you may enter the check number in the Supplementary Info 
field. For a credit card payment, enter the credit card number and expiry date 
into their respective fields (which appear when you select the payment method in 
the previous step). 


8. Click Post. 


The amount of the current folio is deducted from the total balance (at the top right 
of the guest bill). If there is another folio you are asked if you want to pay that 
too. 


The system prints out an itemized receipt for the amount paid. 
9. Repeat steps 3-7 for any remaining folios in the guest’s bill. 


When all the folios in the guest bill have been processed, the total balance on the 
bill is zero. 


10. Click CLOSE. 
The guest bill closes. 


Direct Billing 


When part of the bill is going to be charged to a third party (not to the guest), you may 
want to check-out the guest before that part of the bill is paid. For example, many 
Travel Agents have a credit arrangement with hotels that allows settlement of Room 
and Tax after the guest has checked out of the hotel. 


In order to check-out the guest, the folio that is to be paid later must be transferred to 
the City Ledger, from where it will be billed to the person or company who is paying. 
Depending on the system configuration in your hotel, you may first have to create an 
Accounts Receivable billing number for the person, company or agent which is going to 
pay, and then get authorization for direct billing. 
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Only users with the appropriate rights can create an Accounts Receivable number and 
authorize Direct Billing. 
Check Out to City Ledger (Accounts Receivable) 


Check-out to City Ledger is basically the same as regular Check-out, except that you 
select “City ledger” as the payment method. 


To Check-out a guest to City ledger: 


1. Open the guest’s bill ([Ctr1+B] to open the Billing Guest Search dialog box, select 
the guest, and then click SELECT). 


2. On the Billing dialog box click CHECK-OUT. 
The Type toolbar appears. 


Type 


— 


3. Click NORMAL CHECK-OUT. 


The Payment for dialog box appears, with the full sum due shown in the Amount 
field. 


~ ] Payment for (1) Chuna 


= x 2 490.00" 


ni 
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Note: The Payment Department field defaults to the payment method 
entered in the Reservation dialog box. If necessary, use the drop-down 
list to change the payment method. 


4. Select Check-out to City ledger (if not selected) from the payment Department 
drop-down list. 


5. Click Post. 


The folio is closed and the amount owed is transferred to the City ledger. 


Note: If the system is set up to require that Direct Billing be 
authorized, and Direct Billing is not authorized, the following prompt 
appears: 

Micros-Fidelio Front Office 


a 
© The quest has no authorization for Direct Bill. Posting not possible. 


To continue with check-out, someone with the authority to authorize 
Direct Billing must do so. See, “Authorize Direct Bill,” page 120. 


6. When you finish processing the bill, click CLOSE. 
You return to the Billing Guest Search dialog box. 


Authorize Direct Billing 
You can authorize direct billing from the guest’s billing window. 


A user who does not have the authority to authorize direct billing, may only view (not 
alter) the direct billing status of a guest (that is, whether direct billing has been 
authorized for this guest, and who authorized it). 


For step-by-step instructions refer to “Authorize Direct Bill,” page 120. 


Canceling Direct Billing Authorization 


For step-by-step instructions refer to “Canceling Direct Billing Authorization,” page 
121. 
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Currency Exchange 


This chapter shows you how to access and update current exchange rates, exchange 
foreign currency and cash a check. 
Exchange Rates 


Use the Cashier Options Exchange Rates button to view current and past foreign 
currency exchange rates, and to update your hotel’s exchange rates. 


View Exchange Rates 
To view your hotel’s current exchange rates: 


1. Click the CASHIER FUNCTIONS icon. 


Cashier Functions icon 


The Cashier Options toolbar appears. 
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2. Click EXCHANGE RATES. 


The Exchange Rate Entry window appears, listing all valid currencies and their 
current exchange rates. 


_ JExchange Rate Entry 


fRate1  § ([Rate2  — [Rate 3 Rae = 
adian Dollar 1.321353 1.2 - 1.351899 1.271617 
1.734906 14.630578 1.761494 1.600512. 
952 - Swiss Franc 0.744800 0.765500 0.733500 0.778900. 
953 - Japanese Yen 1.161036 1.146263 1.161305 1.149690. 
954 - French Franc 5.574136 5.393743 5.558644 5.627462 Lf 


955 - Dutch Guilder L 0.443184 0.420805 0.410240, 0.410055. 
956 - Mexican Peso 0.754489 0.682501 0.732225 0.714235. 
957 - English Pounds 1.679800 1.546200 1.677700 1.534799. 


958 - Italian Lira 1.734305 1.764914 1.797268 1.660573 


3. Click on the radio button that corresponds to the conversion type you need: local 
currency to foreign, or foreign currency to local. 
[35U] Canadian Dollar yy 


4. Ifthe currency you require is not in view, use the scrollbar to scroll down as 
necessary. 


5. When finished click CLOSE. 


Exchange Rates Functions 


The following table lists the options that are available from the Exchange Rate Entry 
window. Not all are visible at the same time, since some toggle with others. 
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Table 23:Exchange Rate Functions 


Press this button... 
Display History 
(Toggles with Display Current) 


Display Current 
(Toggles with Display History) 


By Date 
(Toggles with By Currency) 


By Currency 
(Toggles with By Date) 


Edit 
(Toggles with View) 


View 
(Toggles with Edit) 
New 


Delete 


Close 


To do this... 


Display the list of all previous exchange rates 
for the selected currency. 


Display the current rates for all acceptable 
foreign currencies. 


List exchange rates in order of last update. 


List exchange rates in alphabetical order of 
currency name. 


Edit the current exchange rates of the 
selected currency. (See Editing Exchange 
Rates on page 173 below.) 


View the exchange rates of the selected 
currency for a date other than today. 


Enter a new exchange rate for the selected 
currency. (See Enter Today’s Exchange 
Rates on page 171 below.) 


Delete the current exchange rates for the 
selected currency. 


Close the Exchange Rate Entry window. 


Enter Today’s Exchange Rates 


To enter today’s exchange rate for a foreign currency: 


1. On the Cashier toolbar, click CASHIER FUNCTIONS—then click EXCHANGE RATES. 


The Exchange Rate Entry window appears, listing all valid currencies and their 


current exchange rates. 


2. Scroll down to the required currency and select it by clicking on it once. 


The selected currency becomes highlighted. 


Page 171 


Suite 7 Cashiering Manual 


_ JExchange Rate Entry 


Currency 

950 - Canadian Dollar 1.321353 1.271294 1.351899 1.271617 
951 - German Mark 1.734906 14.630578 1.761494 1.600512 
952 - Swiss Franc 0.744800 
953 - Japanese Yen 1.161036 1.146263 1.161305 1.149690 
954 - French Franc 5.574136 5.393743 5.558644 5.627462 LI 
955 - Dutch Guilder 0.443184 0.420805 0.410240 0.410055 
956 - Mexican Peso 0.754489 0.682501 0.732225 0.714235 
957 - English Pounds 1.679800 1.546200 1.677700 1.534799 
958 - Italian Lira 1.734305 1.764914 1.797268 1.660578 


3. Click NEw. 
Exchange Rate Edit opens, for the selected currency. 


_ ]Exchange Rate Edit 


Fake 


4. Type in the date on which the exchange rates are to become active. 


5. Click on one of the two Input Values As radio buttons, to select the type of rate 
you are entering (local currency to foreign or foreign currency to local). 


6. Type exchange rates in up to four Rate fields. 
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Note: The Rate 1 field is obligatory. The other Rate fields are optional 
and the need to complete them depends on how Suite 7 is configured at 
your hotel. 


When ready click OK. 


The new exchange rate appears on the Exchange Rate Entry window. 


Editing Exchange Rates 


If an exchange rate has been entered incorrectly, you may need to edit it. An exchange 
rate record can only be edited on the day it is entered; otherwise you must enter a new 
exchange record. 


To edit the exchange rate for a foreign currency: 


1. 


4, 


On the Cashier toolbar, click CASHIER FUNCTIONS—then click EXCHANGE RATES. 


The Exchange Rate Entry window appears, listing all valid currencies and their 
current exchange rates. 


Scroll down to the required currency and select it by clicking on it once. 
The selected currency becomes highlighted. 
Click EDIT. 


Exchange rate Edit opens, for the selected currency. 


_ JExchange Rate Edit 2) x] 
Carency fas7 - English Pounds | 


Active Date 09709799 + 
Rate 1 1.679800 Rate 2 1.546200 
Rate 3 1.677700 Rate 4 1.534799 
InputVYaluesAs 1$ =X<<PD c 

1PD =xXx$ 


OK Abort 
v4 ® 


Edit the exchange rates as necessary. 
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5. When ready click OK. 


The amended exchange rate appears on the Exchange Rate Entry window. 


Note: As a safeguard against error, Suite 7 issues a warning message if 
you change the exchange rate by more than 10%. 


Currency Exchange 


Exchanging Foreign Currency for Cash 
To cash foreign currency for a guest: 


1. Click on the CASHIER FUNCTIONS icon. 


Cashier Functions icon 


The Cashier Options toolbar opens. 


2. Click CURRENCY EXCHANGE. 


The cashier login appears. 
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_ ]Micros-Fidelio Front Office 


3. Type in your Cashier number and password, and click LOGIN. 


The Hotel Cashier Exchange dialog box opens. 


4. To fill in the guest’s details, do one of the following: 
> Type the guest’s room number in the Room Number field, or 


> Type the guest’s name in the Guest Name field and then click the down 
arrow to select the correct guest from a list of matches, or 
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> Click the Room Number or Guest Name arrow to open the In House Guest 
Search dialog box; and then select the required guest. 


If the guest is resident at the hotel, the guest’s details are entered in the Room 
and Name fields; otherwise the guest is registered as a “Passant” (passer-by). 


Note: You must either type in the room number, or select the room 
number or guest name using the down arrows, for the transaction to be 
recorded for a guest. If you only type in the name, Suite 7 will not 
automatically recognize that the guest is resident, and the guest will be 
recorded as a “Passant”. 


Note: If the guest is not resident at the hotel, type in the guest name. 


5. From the Amount In drop-down list of available currencies, choose the currency 
being exchanged. 


The current buy exchange rates are displayed on the dialog box. 
6. Enter the amount of currency and press [Tab]. 

The amount due in local currency is displayed on the dialog box. 

Check or uncheck the Print Receipt checkbox, as required. 

When finished, click OK. 


The dialog box closes and a receipt is printed for the guest (if requested). 


Cashing a Check 
To cash a check: 


1. Click on the CASHIER FUNCTIONS icon. 


Cashier Functions icon 


The Cashier Options button menu opens. 
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3. 


Currency Exchange 


_ ]Cashier Options 


Click CHECK EXCHANGE. 


The cashier login appears. 


_ ]Micros-Fidelio Front Office 


[q 


— 
Fis | 


Type in your Cashier number and password, and click LOGIN. 


The Check Exchange dialog box opens. 
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_ ]Check Exchange - Op x! 
Guest Name: j 
Amount: 0.00 


Text: j Check 
Supplement: j 


OK b 
M Print Receipt = oo 


4. Type the guest’s name and the amount of the check. 


Fill in the Text and/or Supplement fields with the check number and/or approval 
code, according to you hotel policy. 


6. Ifa receipt is required, ensure that the Print Receipt checkbox is checked. 
When finished press OK. 


The dialog box closes and a receipt is printed for the guest (if requested). 


The Suite 7 Calculator 


The Suite 7 Calculator allows you to perform simple calculations and then copy the 
results. 


Opening the Calculator 
To open the Calculator: 
Press [Ctrl + Z]. 


The Calculator appears. 
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= [Calculator HE 


Result j 


Abort 
Calculate Paste = 
cle ® 


Operating the Calculator 


The calculator accepts the arithmetic expressions that are listed in the Arithmetic 
table, see Table 24. 


Table 24:Arithmetic table 


Arithmetic What they 
expressions _ represent 
+ Add 

- Subtract 

* Multiply 

/ Divide 


Calculating a result 
To calculate a result: 
1. Type a number. 
2. Type an arithmetic expression. 
3. Type a number. 
4. Click Calculate. 
The result appears in the Result box. 
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©] Calculator HEI 


1+1 


Result iB 


Calculate 


Pasting a calculator result to another location 


The result can be pasted onto an open screen or dialog box. 


To paste a result: 


1. 


2 
3 
4. 
5 


Place the cursor where you want the result pasted. 
Open Calculator. 

Type the arithmetic equation. 

Click Calculate. 

Click Paste. 


The result is pasted onto the screen and the Calculator screen closes. 


Closing the Calculator 


To close the Calculator: 
Click Abort. 


The Calculator closes. 


The Suite 7 Currency Convert Calculator 


The Currency Conversion Calculator allows you to enter an amount in any currency 
defined in the system and see the value of this amount in any other currency defined 
in the system. 
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Opening the Currency Conversion Calculator 


To open the Currency Conversion Calculator: 


1. 


From the Quick Keys main menu ([Ctrl + Q]), click the CURRENCY CONVERT 


CALCULATOR button. 
OR 
press Shift + Alt + R. 


The Currency Conversion Calculator dialog box appears. 


« J Currency Conversion Calculator {OO} x} 


Cl ee | nn a Ce 
en nn a Ce 
[ven [000 fre [0.00 


~ Exchange Rate Actions 
Currency Exchange 


™ Foreign Currency Payments 


: Close 
™ Cashier Close (Over/Short) it 


Operating the Currency Conversion Calculator 


1. 
2. 
3. 


On the Currency Conversion Calculator dialog box, choose a foreign currency. 
Type the monetary amount. 


Click one of the EXCHANGE RATE ACTIONS radio buttons 


The Exchange Rate Actions radio buttons are listed and defined in 


4. 


Table 25, page 182 on page 182. 
Press Tab. 


The Currency Conversion Calculator appears displaying the foreign currency 
monetary amounts. 
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Table 25:Exchange Rate Actions radio buttons 


Radio button 
Currency Exchange 


Foreign Currency Payments 
Cashier Close (Over/Short) 


Contract Rate 


Check Exchange 


Definition 
The exchange rate used when a guest wants to 
exchange money. 


The exchange rate used when closing or paying a bill 
with foreign currency. 


The exchange rate used when a cashier has over or 
short in the cash box. 


The rate used in the conversion of foreign rate codes. 
Some rate codes state the price in foreign currency, but 
the posting is made in local currency. 


The exchange rate used when exchanging a check to 
cash. 


Note: When the Multi Currency System, Dual System, or Euro System 
parameters are set to ON, the Contract Rate radio button is activated. 
When the Dual System or Euro System parameters are set to ON, the 
Check Exchange radio button is activated. 


Closing the Currency Conversion Calculator 


To close the Currency Conversion Calculator: 


1. From the Currency Conversion Calculator dialog box, click CLOSE. 


The Currency Conversion Calculator dialog box is closed. 
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Passer By 


Charges generated at the Front Desk by people who are not registered hotel guests are 
posted using the Passer By feature, on your Cashier Toolbar. 


In addition, you might use this feature in a case where a registered guest generates a 
charge at the Front Desk—for instance by sending a fax to his office—and wants to 
settle the charge straight away instead of having it added to his hotel bill. 


When you post a Passer By charge, the guest is temporarily “checked in” to the hotel. 
Normally a Passer By settles the bill straight away, and as soon as the balance is zero, 
Suite 7 automatically “checks out” the guest and prints out a receipt. 


Posting a Passer By Charge 


To post a Passer By charge: 


1. Click the PASSER By icon: 


DRaAAaz A Aaa Ie 


Passer By icon 
2. At the prompt, type your Cashier number and password, and click LOGIN. 
The Passer By dialog box appears. 
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5. 
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_ ] Passer By 


fe 
C 


Click on the correct radio button to select the required profile type (Individual, 
Company, Source or Agent). 


Enter the guest’s name, or the first few letters of the name, in the Name field, and 
press Tab. 


The Existing Profiles grid appears, with the names that match the search criteria 
you specified. 


Demeter P. USA 27/08/02 207 

Dorsey Wilkam 

Drake L. F 

Droulers Jean-Pier 09/09/02 Muly 


Individual 


Do one of the following: 


> Ifthe profile of this Passer By is already recorded in the database, select it 
from the list, and click OK. 


Proceed to step 8, page 186. 
> Ifthis Passer By name is not already recorded in the database, click NEW. 


A new Profile dialog box opens. 


Passer By 


(J Delinski Profile 


Passer-by on 09/09/02 


Complete the necessary information in the guest profile, and click SAVE. 


The new profile is added to the database. 


Note: if you complete the address it will also appear on the receipt, 
when you print it out. 


Click CLOSE. 


The New Profile and Profile Search dialog boxes close, and the customer’s name is 
displayed in the Passer By dialog box. 


_ ] Passer By 


fe 
2 
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8. Click the MARKET down arrow, and select the appropriate code. 


9. Click the SOURCE down arrow, and select the appropriate code. 


Note: If your hotel has defined default Passer By Market and Source 
codes, then these fields will already be completed. 


10. Click Post. 
The Manual Posting dialog box appears. 


] Manual Posting 


Ent 


11. Complete the fields as necessary (see “To post charges to a guest’s bill:”, page 48) 
and click Post. 


The charge appears in the postings grid. 
12. To post additional charges, repeat step 11, page 186 as necessary. 
The charges appear in the postings grid. 
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(] Manual Posting 


13. When finished click CLOSE. 


The Payment for dialog box appears, with the total amount due filled in the 
Amount field. The default entry in the Payment Department field is Cash. 


|] Payment for (1) Delinski 


900)-Cash hd 


Note: If the Suite 7 Credit Card Interface is activated at your hotel, the 
Payment for dialog box includes a third button, called Credit card 
Options. Clicking this button displays the Credit Card Interface dialog 
box (see “Credit Card Functions,” page 128). 
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C Authorization Rule 


Additional authorization 


Courtesy Card Handling 


OK Close 
v4 SL 


14. Do one of the following: 


> Ifthe customer is settling the whole amount using one payment method, 
continue as described in Settlement by Single Payment, on page 188. 


> Ifthe customer is settling the whole amount using two or more payment 
methods, continue as described in Settlement Using Two Payment Methods, 
on page 190. 


> Ifthe customer is paying only part of the amount now, continue as described 
in Partial Settlement, on page 191. 


> Ifthe customer is not paying now, continue as described in Pay Later, on 
page 191. 
Settlement by Single Payment 
To settle the Passer By account immediately, with a single payment: 
1. Do one of the following: 
> Ifthe customer pays cash (local currency), simply click POST. 
Suite 7 processes the charge and prints out the customer’s receipt. 


> Ifthe customer pays by check, select Check from the Payment Department 
drop-down list. 
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~ ] Payment for (1) Delinski 


901]-Chec ha 


American Express 
Mastercard 
Diners Club 

Visa Card 


JCB 

Switch Debit Card 
Great Wall of China 
Pre-paid Commission 


Swiss Franc 


Then press [Tab] and enter the check number in Supplementary Info—then 
click Post. 


Suite 7 processes the charge and prints out the customer’s receipt. 


If the customer pays by credit card, select the correct credit card option from 
the Payment Method drop down list and press [Tab]. 


Credit card Number, and Expiry date fields appear. 


‘] Payment for (1) Delinski 


[911]-Mastercard 


Type in the credit card number and expiry date, and click POST. 


Suite 7 processes the charge and prints out the customer’s receipt. 


If the customer pays foreign currency, select the required currency from the 
Payment Method drop-down list, and press [Tab]. 
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New fields appear, indicating the exchange rate and the amount due in 
foreign currency. 


(VJ Payment for (1) Delinski BEI 


Payment Department Foreign Amount Amount 


[953] Japanese Yen 7] [ 7 279.71 YEN 47.50 


Supplementary Info 


f 7279.717153.257000) 


Description Reference # 

[Japanese Yen fi 

I Zipped-Out 

~ Foreign Currency Information —— - Post ems 
LEUR= 153.257000 YEN Billing S ® 


2. Accept the customer’s payment and click POST. 
Suite 7 processes the charge and prints out the customer’s receipt. The Payment 
for dialog box closes. 

Settlement Using Two Payment Methods 


A Passer By may want to settle the bill using a combination of payment methods, say 
half cash and half by check. To do this, use the standard Passer By method to post the 
charges, then continue as follows. 


To settle the account immediately, using two or more payment methods: 


1. Inthe Amount field, replace the default amount (the total due) with the amount 
being paid by one of the payment methods. 


2. Select the Payment Department and fill in the required fields. 
3. Accept the customer’s payment and click POST. 
The amount paid is reduced from the Amount field in the Payment for dialog box. 


4. Select the Payment Department for the remaining amount, and fill in the 
required fields. 


5. Click Post. 


Suite 7 prints out the guest receipt and returns you to the Passer By dialog box. 
6. Click CLOSE. 
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Partial Settlement 


When you post a Passer By charge, the guest is temporarily “checked in” to the hotel. 
Normally a Passer By settles the bill straight away, and as soon as the balance is zero, 
Suite 7 automatically “checks out” the guest. 


If you post only a partial payment, and then try to close Suite 7 will warn you. It is not 
recommended to leave a balance in a Passer By account. 


Use the standard method to post the charges, and then proceed as follows. 
To pay only part of the Passer By account immediately: 


1. Inthe Amount field, replace the default amount (the total due) with the amount 
being paid now. 


2. Select the Payment Department and fill in the required fields. 
3. Accept the customer’s payment and click POST. 

The amount paid is reduced from the Amount field in the Payment for dialog box. 
4. Click CLOSE. 

You are warned that there is an amount outstanding. 


Confirm 


\?) Payment wasn't done. Are you sure? 


Note: Before you click YES, be sure that the hotel has a way of 
collecting payment. 


5. Click YES. 


Suite 7 prints out a receipt for the amount paid, and you return to the Passer By 
dialog box. 


6. Click CLOSE. 


Pay Later 


If you have posted charges using the Passer By function, and the customer will be 
paying later, do the following. 
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To close “Payment for” without payment: 
1. Onthe Payment for dialog box, click CLOSE. 
You are warned that there is an amount outstanding. 


Confirm 


(?) Payment wasn't done. Are you sure? 


Note: Before you click YES, be sure that the hotel has a way of 
collecting payment. 


2. Click YES. 
You return to the Passer By dialog box. 
3. Click CLOSE. 


Note: A Passer By account with an outstanding amount can be located using the 
Billing Guest Search, either by the guest name or the temporary room number. 
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Reports 


Cashier Reports list all today’s payments, by payment type. You can view them on the 
screen or print them out. 


The Suite 7 Journal lets you display a listing of transactions, either for today or a 
previous date, according to specific criteria. For example you can view all journal 
entries for a particular cashier number or department code. 


Folio History allows you to view or print out a copy of a folio for a guest who has 
checked out prior to today. 


Batch Folios enable you to print out a batch of folios that meet specific criteria. For 
example, you can use Batch folios to print out the folios for all guests departing 
tomorrow who are paying by credit card. 


Cashier Status displays the current status of all cash registers and basic details about 
them. 


Cashier Reports 


Using the Cashier Reports feature, each cashier can print out a listing of today’s 
payments, per payment type. This option is mainly used to print out cashier reports 
that were not printed at the time the cashier was closed. 


To view the Cashier Reports: 


1. On the Cashier toolbar click the Cashier Functions icon. 


Cashier Functions icon 


The Cashier Options toolbar appears. 
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2. Click on CASHIER REPORTS. 
The Cashier Login dialog box appears. 


_ ]Micros-Fidelio Front Office 2) x! 


7 


3. Type in your cashier number and password, and click LOGIN. 


The Cashier Report menu opens. 
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_ ]Cashier Report Menu 


Biter rayinients: 


Note: Only those reports that have entries today are available. For 
example, if you posted no city ledger transactions today, then the 
Today’s City Ledger button will not be active. 


4. Click CASHIER REPORT. 
The Cashier Report opens, listing all the current day’s cash transactions. 
) - (5) x! 


Text jom Name Dept. |Debit Credit + 


Cash 107 

Aceti (Conf # 241) PASSANT 
Collier (Conf # 347) PASSANT 
Phillips (Conf # 314 PASSANT 
Rayburn (Conf # 356) PASSANT 
Efune (Conf # 357) PASSANT 
Advance Payment Cash 204 

Collier (Conf # 347) 
Dyer (Conf # 285) 
Philips (Conf # 314 
Rayburn (Conf # 356) 
Efune (Conf # 357) 
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Note: The term “Passant” appears in the Room field for transactions 
where no room number is available. For example, a reservation deposit, 
or a currency exchange for a non-resident guest, would be listed as 
Passant. 


> For details of a specific item in the report, click on the item (to highlight it) 
and then click DETAILS (or double-click on the item). 


> To print out the complete Cashier Report, click PRINT. 


Accessing the Transaction Journal 


The Journal is a record of all the day’s transactions. You can display all entries, or all 
entries of a specific type—for example, by cashier number, department code, or 
reference number—as required. 


First open the journal Criteria dialog box, and then enter the search criteria. Suite 7 
displays all transactions that meet the criteria. 


To access the Journal Criteria dialog box: 


1. On the Cashiering toolbar, click the Postings icon (or type [Ctrl + E]). 


Postinas icon 


The Cashier Login dialog box appears. 


_ ]Micros-Fidelio Front Office 


Cashier No CH 


Password 


Login Exit 
v7 9) 


2. Type in your Cashier number and password. 


The Postings Menu speedbar opens. 
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_ ]Postings Menu 


3. Click on JOURNAL. 


The Journal Criteria dialog box appears with the current date shown in both date fields. 


~ ] Journal Criteria 


os709/02 | 09/09/02 + 


Fake 


> Toaccess ail of today’s transactions, click OK. 


4. Doone of the following: 


The complete journal of the day’s transactions appears. (To edit a transaction 
see Editing a Journal Entry on page 203.) 
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Journal 


Room Charge oo/o9/02 


Room Charge 09/09/02 
*Room Charge 09/09/02 
*Room Charge o9/09/02 
Room Charge 09/09/02 
*Park & Fly 09/09/02 
SPLIT Room Charge 09/09/02 
09/09/02 
09/09/02 
09/09/02 
Breakfast 09/09/02 


>  Todisplay specific types of transaction, refer to “Defining Journal Search 
Criteria,” page 198. 
Defining Journal Search Criteria 


To view a list of specific types of transaction, open the Journal Criteria dialog box (see 
“Accessing the Transaction Journal”, page 196) and proceed as follows: 


~ ] Journal Criteria 


09709702 09709702 


Fake 


The Journal Criteria dialog box 
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Today’s Transactions by Cashier Number 


To view all today’s transactions by cashier number: 


1. 


Open the Journal Criteria dialog box (see “Accessing the Transaction Journal”, 
page 196). 


Click Cashier Number down-arrow. 
The Select Cashier dialog box opens. 
J Select MEI 
Late Shift 
Night Shift! 


Night Shift II Include 
Mid Shift 


Backoffice 


Select each cashier whose transactions you want listed, by clicking on it. 


A checkmark appears next to each chosen item. 


1 Early Shift 

2 ¥ Late Shift 

4 Night Shift ll Include 
8 Mid Shift vv 


To deselect a selection, simply click on it a second time. He checkmanrk 
disappears and that cashier is not longer selected. 


Click OK to close the Select Cashier dialog box. 
Click OK to close the Journal Criteria dialog box and display the Journal listing. 


All transactions by the specified cashier are listed. 
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Today’s Transactions by Department Code 
To view all today’s transactions by department code: 


1. Open the Journal Criteria dialog box (see “Accessing the Transaction Journal”, 
page 196). 


2. Click the Department Codes down-arrow. 


The Select Departments dialog box opens. 


 ] Select Departments BE 


All Department Codes 
RO Room & Tax 
TE Telephone 
MI Minibar 
FB Food & Beverage Ok 
RF Room and F&B JS 
RB 


Room + Breakfast 


100 Room Charge Abort 
101 Tax 9) 
102 Extra Room Charge 

105 Day Let Include 
110 No Show Ys 
115 Rebate Room Charge 

200 Breakfast x) Exclude 


3. Do one of the following: 


> Select each department whose transactions you want listed, by clicking on it. 


A checkmark appears next to each chosen item. 


115 Rebate Room Charge 
200 Breakfast 

210 Golden Nugget 

220 Caf, Jardin 
230 ff Jazz Club 
240 Havanna Bar 


Raam Goniica 


Then click OK. 


Include 


> Deselect each department you want excluded from the list, by clicking on it 
and then clicking EXCLUDE. 


A cross appears next to each deselected item. 
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11d Hepate Koom Unarge 

200 Breakfast 

210 ye Golden Nugget 

220 ye Caf, Jardin 

230 ye Jazz Club 

?4n Havanna Rar ' 


Click OK to close the Select Departments dialog box. 


vA 
Abort 

® 

mal 


Click OK to close the Journal Criteria dialog box and display the Journal listing. 


All transactions that meet the criteria are displayed. 


Today’s Transactions for a Specific Room 


To view transactions for a specific room or rooms: 


1. 


Open the Journal Criteria dialog box (see “Accessing the Transaction Journal”, 
page 196). 


In the Room field enter the room number or numbers. 
Click OK. 


All transactions that meet the criteria are displayed. 


Today’s Transactions for a Specific Reference Number 


If your hotel uses Reference Numbers for postings, you can use the Reference Number 
of a particular posting to search for the posting. 


To view transactions for a specific reference number: 


1. 


Open the Journal Criteria dialog box (see “Accessing the Transaction Journal”, 
page 196). 


In the Ref # field enter the reference number. 
Click OK. 


All transactions that meet the criteria are displayed. 


Past Transactions 


To view the Journal for a date other than today: 


1. 


Open the Journal Criteria dialog box (see Accessing the Transaction Journal, page 
196). 


The current date is automatically shown in both the Date From and Date To 
fields. 
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2. Inthe Date From field, type in the date or click the down arrow. 
A calendar appears. 


© JJournal Criteria |x| 


CashierNumber:  |1.2 ¥ 
Department Codes: + 
Arrangements: = 
List of Rooms: 


Ret#: 
Date Frorn: [os709702 7] Date To: fosvog702 7] 


4) September 2002 _ | 
Su Mo Tu We Th Fr Sa! OK 


v 


3. Select the date for the Journal listing to begin. 

The calendar closes and the selected date appears in the Date From window. 
4. Inthe Date To field, click the down arrow. 

The calendar appears again. 
5. Select the date for the Journal listing to end, then click OK. 


All Journal listings between the chosen dates are displayed. 


Note: The date range can also be used in conjunction with other search 
criteria. For example, you can search for all transactions from a 
particular department code between selected dates. 


Multiple Search Criteria 


In searching for a particular posting, you can use two or more of the search criteria 
together to narrow down your search. 


For example, if you fill both the Room field and the Department field, and then click 
OK, you display only the specified postings for the specified room. 
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Reports 


Once you have displayed the transaction Journal list you want (see Defining Journal 
Search Criteria on page 198), you may want to edit details of an individual posting by 


selecting the posting, and then clicking one of the Journal buttons. 


Whether or not you can edit, split and delete postings depends on your user rights. In 
any case you can only edit postings on the day they are posted. Also, you can generally 
only edit your own postings, not those of another cashier. 


Editing a Journal Entry 


You can make changes to a posted charge in the Journal. For some kinds of change you 
are required to type the reason for the change. 


To edit a Journal entry: 


1. 


On the Journal list click on the posting you want to split. 
The selected posting becomes highlighted. 

Click DETAILS. 

The Edit Transaction Details dialog box opens. 


> JEdit Transaction Details 


Guest Name Henderson, Jack Room | 117 
Cashier | 15S Folio j 
Posted [ Monday. 23/08/99 22:52:22 


Department 220 [Caf, Jardin 


Post Curency [om Qty 1 
DM Price 12.00 Amount | 12.00 


Supplement 
Reference Arrangement | 7] 


FFF Points [~ Covers | 0 


Type in any changes required to Quantity, Price, Supplement, Reference, FFF 
Points or Arrangement. 


Note: Depending on you user rights, you may not be able to edit all the 


fields in this dialog box. 


Page 203 


Suite 7 Cashiering Manual 


4. Click OK. 


Depending on the change you have made, you may be asked to give a reason for 
the change. 


Micros-Fidelio Front Office Ee 


Ci) Reason for correction needed. 


5. Click OK. 
You return to the Edit Transaction Details dialog box. 
6. Type your reason in the Supplement field and click OK. 


Edit Transaction Details closes and the updated posting appears in the Journal. 


Splitting a Journal Entry 


Use the split button to split a single posting into two postings (with the same total as 
the original). 


To split a Journal entry: 

1. On the Journal list click on the posting you want to split. 
The selected posting becomes highlighted. 

2. Click SPLIT. 


The Split Amount dialog box appears, with the total amount of the posting 
displayed at the top. 


_ ] Split Amount 2] x| 


Total Amount 30.00 DM 


Amountto split [0.00 DM 


OK Abort 
v @ 


3. Inthe Amount to Split field, type in the amount to subtract from the current 
charge and have posted as a separate charge. 
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Reports 


Note: There is no need to type in the amount as a negative number. 


Click OK. 


The selected Journal entry is split into two separate postings, which both appear 
on the Journal list. 


Deleting a Journal Entry 


To delete a Journal entry: 


1. 


On the Journal list click on the posting you want to delete. 
The selected posting becomes highlighted. 
Click DELETE. 


You are asked to confirm that you want to delete. 


Confirmation x! 


(?) Are you sure? 
No | 


Click YES. 


You are asked to type in a reason for the deletion. 


_ ]Deletion Reason kiks 


Reason for deletion: 


Type in the reason and click OK. 


The selected Journal entry is deleted. 
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Retrieving a Folio from History 


During a guest’s stay at the hotel—and also for the remainder of the day when a guest 
has checked out—the guest’s bill is accessed using the Billing Guest Search. During 
the Night Audit, all folios for guests who checked out that day are automatically 
transferred to History. 


Once a bill is transferred to History, you cannot open it using the Billing Guest Search. 
Instead, you use the Folio History feature. 


For example, if a guest who checked out yesterday needs a copy of the bill, or has a 
question regarding charges incurred, you use Folio History to access the guest folio. 


To retrieve a folio from History: 


1. On the Cashier toolbar, click the Cashier Functions icon: 


Cashier Functions icon 


The Cashier Options button-bar appears. 
2. Click FOLIO HISTORY. 


The Folio History dialog box appears. 


¢, ] Folio History BEI Eg 


a 
Mr. Jack Henderson 
805 Brighton High Street 
Chicago, 
Usa 


Fidelio Version 7 for Windows, 09/09/99 


jh See SS Se a A Pi 
[| Folio No 4] 
Date fosvos7s3 pa 64 Al Matrouk o9/09/99 
Folio No. a 65 Osborne 09/09/99 
ify Chuna 09/09/99 
Last Name [ 67 Henderson a oa 


Rose Travel Henderson 09/09/99 
a9/og/99 


Henderson 


3. To locate the folio you want, do one of the following: 
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> Click on the Date drop down arrow to access the calendar, click on the date of 
the guest’s last stay, and then press [Tab] or 


> Type the folio number in the Folio field and then press [Tab], or 
> Type the guest’s name in the Name field and then press [Tab]. 


Names that meet the search criteria appear in the guest list. 


Note: If folios are not stored in the local Folio directory, Suite 7 asks 
you to specify the path for the directory where they are stored. 


4.  Ifnecessary, scroll down this list until you find the required guest and click on the 
guest name. 


The required folio appears in the upper half of the Folio History dialog box. 


5. Use the scrollbar to view the complete folio, and/or the PRINT button to print out a 
copy. 


6. When finished click CLOSE. 


Printing Batch Folios 


Printing out several guest folios is quicker using the batch folio function. Batch Folios 
enables you to print information folios, as interim or advance bills, for all in-house 
guests and guests departing today or tomorrow. 


This function is useful for hotels that slip an advance bill under the guest’s room door 
the night before check-out. It gives guests the opportunity to look over their folios prior 
to checking out. Also, a guest paying by credit card can simply sign the folio and leave 
the signed folio at the check-out desk, or use video check-out and keep the folio as an 
information copy. 


Another advantage of the Batch Folio option is that it can be accessed during the night 
audit. During the night audit it is not possible to access the Billing section of Suite 7 to 
print out a regular folio for a guest, but you can print an information folio from Batch 
Folios. 


To print batch folios: 

1. On the Cashier toolbar, click CASHIER FUNCTIONS. 
The Cashier Options toolbar appears. 

2. Click the BATCH FOLIOS button. 
The Batch Folios dialog box appears. 
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_ ]Batch Folios _x| 


© Folios for quests departing today 
© Eolios for all guests 
Folios for one guest 


© Periodic folio print 
City Account folio print 


@ Folios for quests departing tomorrow 


Store unprinted folios in folio history 


Table 26:Batch Folios radio buttons 


Click this radio button... 
Folios for guests departing tomorrow 
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For this result... 


Prints interim or advanced folios for guest 
departing tomorrow. You can select all guests 
or all companies, guests by VIP code, a 
specific group or all non-group guests. You 
can then choose whether the folios should be 
printed in room number or name order and for 
guests paying by any payment method, or only 
for guests paying with a credit card. Finally, 
you may choose whether you want to print all 
windows or only those windows that are billed 
to the guest and the folio style in which to print 
the folio. 


Click this radio button... 
Folios for guests departing today 


Folios for all guests 


Folios for one guest 


Store unprinted folios in folio history 


Periodic folio print 


Reports 


For this result... 


Prints interim or advanced folios for guest 
departing today. You can select all guests or 
all companies, guests by VIP code, a specific 
group or all non-group guests. You can then 
choose whether the folios should be printed in 
room number or name order and for guests 
paying by any payment method, or only for 
guests paying with a credit card. Finally, you 
may choose whether you want to print all 
windows or only those windows, which are 
billed to the guest and the folio style in which 
to print the folio. 


Prints interim or advanced folios for in-house 
guests limited by length of stay and/or 
specified minimum balance. You can select all 
guests or all companies, guests by VIP code, 
a specific group or all non-group guests. You 
can then choose whether the folios should be 
printed in room number or name order and for 
guests paying by any payment method, or only 
for guests paying with a credit card. Finally, 
you may choose whether you want to print all 
windows or only those windows that are billed 
to the guest and the folio style in which to print 
the folio. 


Prints folios for a specific room or guest. 
Useful for example if one guest has several 
rooms, or if one room has sharing guests. 


Prints and saves in history folios with a zero 
balance that are due to checkout today. With 
this option you can make sure all folios are 
saved to folio history. 


Print periodic folios for long-stay guests (by 
week, month or any other specified period). If 
a guest already received a periodical folio, 
Suite 7 will summarize the postings of the 
previous folio on one line. The details will only 
be printed for the days following the last print 
out 
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Click this radio button... For this result... 


City Account folio print This option requires that the system is setup to 
allow the user to select a special city ledger 
account type for each guest. This in turn 
enables the hotel to settle these charges on 
regular basis without having to access the 
Billing option for each of these guests. 


3. Choose the type of batch you want by clicking on the appropriate radio button. 
Then click NEXT. 


Depending on which item you choose, one or more Batch Folios dialog boxes 
appear, with options which help you narrow down your search to the exact folios 
you require. 


Note: you are also offered a choice of Folio styles for the folios you are 
about to print out. See “Summary of Folio Styles,” page 1238. 


4. After completing each dialog box, click NEXT to proceed. 


When you complete the final dialog box, a Batch Folios Grid appears, listing all 
folios that fill the search criteria. 


J ) Batch Folio Grid _2| x| 
ice Tiss ia [ieee ence [res 


27/08/99 9f99 
111 20/08/99 14/09/99 3603.60 
112 27/08/99 10/09/99 256.40 
115 20/08/99 15/09/99 3710.00 
116 23/08/99 15/09/99 3892.00 
119 2708/99 16/09/99 1990.50 
123 26/08/99 10/09/99 2371.00 
134 23/08/99 14/09/99 35.00 
142 27/03/99 = 09/09/99 15.00 
147 23/08/99 14/09/99 35.00 | 


5. To print folios from the Batch Folio Grid do one of the following: 


> Ifyou want to print the folios of all the guests listed in the current grid, click 
PRINT ALL. 
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> Ifyou want to print selected folios from the grid, click on the gray square to 
the left of each entry you want printed—so that a red checkmark appears 
next to each required entry—then click PRINT. 


. ]Batch Folio Grid 


le] Name Room 


= 
| 


ja Acett 


119 
123 
134 
142 
147 


[Vip Arrival Departure [Balance Printed 


sj t 
| 


23/08/99 
27/08/99 
26/08/99 
23/08/99 
27/08/99 
28/08/99 


| |24/08/99 {10/09/99 | 
| 


15/09/99 
16/09/99 
10/09/99 
14/09/99 
o9/09/99 
14/09/99 


1929.00 


1990.50 
2371.00 
35.00 
15.00 


35.00 r | 


Print Print All Close 
v ¢ i 


Suite 7 prints out the selected guest folios. 


Checking Cashier Status 


The Cashier Status button lets you see a list of all cashiers, their current status, and 


some basic details about each one. 


For example, you can use Cashier Status to check when a particular Cashier was last 
opened, or how many times it can be opened and closed during one shift. 


To check cashier status: 


1. On the Cashier toolbar, click CASHIER FUNCTIONS. 


The Cashier Options toolbar appears. 


2. Click CASHIER STATUS. 


The Cashier Status dialog box appears. 
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Cashier Status 


[No. [s tatus Name Max — —— Smet Close 


2 Open Late Shift 2 1 15:08 
3 Not Used Night Shift I 2 0 
4 Not Used = Night Shift II 2 0 


Table 27:The Cashier Status dialog box 


This column... Shows this... 

No. Cashier number. 

Status Whether open or closed. 

Name Shift name. 

Max Open Maximum number of times this cashier may be opened during the 
shift. 

Opened Number of times this cashier has been opened in the latest shift. 

Open When this cashier was last opened. 

Close When this cashier was last closed. 


3. When finished click CLOSE. 


Cashier Status closes. 
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House Bank and Hotel Cashier 


The Cashier Options toolbar (Figure 7, below) opens when you click the Cashier 
Functions button on the Cashier toolbar. 


Since the Cashier functions are varied, they are described in various chapters 
throughout this manual. For a summary of Cashier functions, and cross-references, see 
Table 28, below. 


Transfers to and from the House Bank, and petty cash payments and receipts using 
the Hotel Cashier, are described in this chapter. 


Figure 7. The Cashier Options toolbar 
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Summary of Cashier Options 


Table 28: The Cashier Options toolbar 


Click this... Or type... To do this... 

Currency Exchange AlIt+Y Exchange foreign currency for local currency. See 
“Exchanging Foreign Currency for Cash,” page 
174. 

House Bank Alt +B Transfer cash to or from the House Bank. See 
“House Bank” page 214. 

Hotel Cashier Alt +H Petty cash payment or receipt. See “Hotel Cashier” 
page 216. 

Check Exchange Alt +K Cash a check for a guest. See “Cashing a Check” 
page 176. 

Cashier Status Alt+S View a list of the current status of all Cashier 
terminals. See “Checking Cashier Status,” page 
211. 

Reservation Deposit Alt+D Accept a reservation deposit. See “Accepting 


Reservation Deposits,” page 221. 
Exchange Rates Alt + X View and/or update the current exchange rates. 
See “Exchange Rates,” page 169. 


Folio History Alt + F View and/or print out copies of folios that have 
already been issued. See “Retrieving a Folio from 
History,” page 206. 


Cashier Reports Alt+R Open the Cashier Report toolbar. See “Cashier 
Reports,” page 193. 


Batch Postings Alt + T Post multiple charges using Batch Postings. See 
“Batch Posting,” page 56. 

Batch Folios AIttA Print folios for several guests. See “Printing Batch 
Folios,” page 207. 

Post Covers Alt +P Sets cover postings. 

Close Alt+C Close the Cashier Options toolbar. 


House Bank 


The House Bank is the main stock of cash. You can transfer cash to the House Bank or 
from it. 
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House Bank and Hotel Cashier 


If the cashier runs out of money during a shift, the cashier may transfer cash from the 
House Bank. The cash would be physically received from, say, the head cashier or the 
weekend safe, however by transferring cash from the House Bank you are informing 
Suite 7 that you have increased the amount of cash in your cash drawer. 


If the cash drawer is too full during a shift, you can transfer excess cash to the House 
Bank, without having to close the cashier. This cash drop will be shown in your cashier 
reports when you close your cashier. 


To transfer cash from (or to) the House Bank: 


1. 


Click the CASHIER FUNCTIONS icon. 


EX S| =F ifale 1) 


Cashier Functions icon 


The Cashier Options toolbar appears. 
Click HOUSE BANK. 


You are prompted to login with your Cashier number and password, and then the 
House Bank dialog box opens. 


_ JHouse Bank ~(O} x] 


© From House Bank 


Amount to transfer 0.00 


Reason 


Click the FROM HOUSE BANK radio button, or the TO HOUSE BANK radio button, as 
required. 


In the AMOUNT TO TRANSFER field, enter the amount. 
In the REASON field, enter the reason for the transfer. 
When ready click OK. 

The House Bank dialog box closes. 
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Hotel Cashier 


The Hotel Cashier function is used for petty cash payments and receipts. For example, 


the front desk might be responsible for buying newspapers, or other general purchases, 
for the hotel. 


Payments and receipts like these do not belong to any guest bill. Instead, you post each 
type of expenditure to a Hotel Cashier account. 


Hotel Cashier displays the list of valid accounts, and you post each type of expenditure 
to an account. 


To post a cash payment to a hotel account: 


1. Click the CASHIER FUNCTIONS icon. 


EIOL S| = aleiGle | 


Cashier Functions icon 


= 


The Cashier Options toolbar appears. 
2. Click the HOTEL CASHIER button and login at the prompt. 
The Hotel Cashier dialog box appears. 


 ]Hotel Cashier BEES 
Account |Name 


8,000 Reception 
8,001 Housekeeping 
8,003 Maintenance 
8,004 Office 

8,005 Front-Office 


J | 


Type of Transaction 
Paid © Received 
Pasting Text f Reception 


Amount 0.00 


3. Click on either the Paid or the Received radio button. 


4. Select a Department or Account. 
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The chosen name appears in the Posting Text field. (You may change this name 
and type in any other text you wish.) 


In the Amount field, enter the amount of the transfer. 
Note: The Amount must always be posted as a positive number. The 


selected Type of Transaction radio button determines whether the 
amount is paid or received. 


When ready click OK. 


A prompt appears to indicate that the amount entered has been posted to cash. 


Micros-Fidelio Front Office 


1) Posted to cash. 


Click OK to close the prompt. 
On the Hotel Cashier dialog box, click CLOSE. 
The dialog box closes. 
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Deposits 


Once a guest reservation has been made, but before the guest has checked in to the 
hotel, any advance payment or advance billing is recorded using “Reservation Deposit 
Payments”. 


Accepting Reservation Deposits 


To accept a reservation deposit: 


1. Click the CASHIER FUNCTIONS icon. 


KX 


Cashier Functions icon 


The Cashier Options toolbar appears. 


Cashier Options 1? 1x} 
Currency Exchange | House Bank Hotel Cashier 
Check Exchange Cashier Status Reservation Deposit 
Exchange Rates Eolio History Cashier Reports 
Batch Postings Batch Folios Post Covers 


2. Click RESERVATION DEPOSIT. 


The Reservation Deposit Payments Guest List appears. 
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« | Reservation Deposit Payments BEE 
[Guest Name ___ [RT [Arival [Depart [Pera[Depont [Due [Paid BUR]Pad [Paid Date | 
9912ADVE 12/12/02 |17/12/02| 0 0.00 

18/09/02 


19/09/02 


1 0.00 0.00 0.00 
Acett DKN 09/10/02 10/10/02 1 0.00 0.00 0.00 
Akashi DEKN 10/09/02 12/09/02 1 0.00 0.00 0.00 
Allevato BKN 02/10/02 04/10/02 1 0.00 0.00 0.00 
Black DTW 10/09/02 11/09/02 1 0.00 0.00 0.00 
Boid STW 10/09/02 11/09/02 1 0.00 0.00 0.00 
Bon0909 PM 10/09/02 11/09/02 Q 0.00 0.00 0.00 
Colker DTW 09/09/02 10/09/02 1 0.00 10/09/02 0.00 0.00 
Dove Corporation PM 10/09/02 15/09/02 a 0.00 0.00 0.00 
Droulers TTIW 09/09/02 10/09/02 1 0.00 10/09/02 0.00 0.00 iha| 
GuestName [ ~~ CompanyName [  _ 
Confirmation No. |i itsisd Travel Agent Name [ee z Close 
AnvelDate eo Pre-Billing fl 


Search for the required guest using one of the search methods. Either: 


> Type in the Guest Name / Company Name / Travel Agent Name / 
Confirmation No., and press [Tab], or 


> Select the Arrival Date from the drop-down Arrival Date calendar. 
All reservations meeting the search criteria appear in the grid. 
Select the required guest from the list. 
The selected guest name is highlighted. 
Click PRE-BILLING. 


The Pre-Billing dialog box for the chosen guest opens. 


Deposits 


Quantity [Supplement Reference + 


Zali ina Capy, 
Spllt , 
f = i 


Click DEPOSITS. 
The Deposit Payments dialog box opens. 
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10. 


11. 
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. ] Deposit Payment for (1) Akashi 


900]-Cas' 


In the Payment Department field, click on the down arrow to open the drop-down 
list, and select the payment method. 


Type in the Amount of the deposit. 


If the deposit is paid by a travel agent whose commission is pre-paid, either type 
in the percentage for the Pre-Paid Commission, or type the amount in directly. 


Suite 7 calculates the Total Amount, which is the sum of the deposit and the 
commission. 


In the Reference # field you can type in a reference number (such as the check 
number). 


In the Supplementary Info field, you can enter the guest name and the 
confirmation number of the reservation. 


If you have selected a credit card as the payment method, the Supplementary Info 
field type becomes the Credit Card Number field. Type in the credit card number. 
(If the card number is recorded in the Reservation, it is entered automatically.) 


To change the Reservation Type, click the down-arrow and select the new 
Reservation Type. 


Deposits 


12. Inthe Window Number field, choose the number of the window where you want 
the deposit to appear once the guest checks in. 


13. If you want to print a receipt for the deposit, check the Print Receipt checkbox at 
the bottom of the dialog box. 


14. Click Post. 


The Deposit Payments dialog box closes, and the payment is displayed on the Pre- 
Billing screen. 


. )Pre-Billing Se#or Akashi Room: 120 Reservation No: 189 
Arrival: 10/09/02 Departing: 12/09/02 Persons: 1 Rate Code GROUP_A Balance: 
Group TAUO0S Tauck Tours 


Payment (Cash) 


; ; 
| Deposits | Reservation 


Info Copy CXL Rese Close 
a it 


Postings Split Adjust Options 


15. Click CLOSE. 


The Pre-Billing screen closes, and the deposit amount is displayed on the 
Reservation Deposit Payments listing. 
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« 7} Reservation Deposit Payments |. {Oo} x} 


Seems Tn eal [Beart Peet [ove [Pa Pad [Pa Da 


PM ss 1a/12/02 17/12/02 0.00 0.00 


DKN 18/09/02 19/09/02 i 0.00 0.00 

DEN 09/10/02 10/10/02 1 

DKN |10/09/02 |12 i 50.00 

BEN 02/10/02 04/10/02 1 

DTW 10/09/02 11/09/02 1 0.00 0.00 

STW 10/09/02 11/09/02 1 0.00 0.00 

PM 10/09/02 11/09/02 0 0.00 0.00 

DTW 09/09/02 10/09/02 1 0.00 10/09/02 0.00 
Dove Corporation PM 10/09/02 15/09/02 0 0.00 0.00 
Droulers TTIW 09/09/02 10/09/02 1 0.00 10/09/02 0.00 


Guest Name | Company Name | 
Confirmation No. | Travel Agent Name | 
Arrival Date | x] 


16. Click CLOSE. 


Reservation Deposit Payments closes. 


Pre-Billing 


It is possible to bill items to a guest who has not yet arrived. The pre-billing screen is 
identical to a regular billing screen, with two exceptions: 

> The TRANSFERS button is replaced by the DEPOSITS button 

> The SETTLEMENT button is replaced by the CXL RESERV button. 


All actions that can be performed on a regular bill can be performed via the pre-billing 
screen. 


Note: A transaction can be transferred from one pre-arrival to another, 
(as in deposit transfers), or from a pre-arrival to an in-house guest. A 
transaction cannot be transferred from an in-house guest to a pre- 
arrival. 


To bill a pre-arrival (reserved guest): 


1. Click the CASHIER FUNCTIONS icon. 


Cashier Functions icon 
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The Cashier Options toolbar appears. 


~ ] Cashier Options 


Click RESERVATION DEPOSIT. 


The Reservation Deposit Payments Guest List appears. 


(] Reservation Deposit Payments 


2ADVE 12 2 0.00 0.00 Q mi 
18/09/02 19/09/02 
oo/1a/o2 10/10/02 
10/09/02 12/09/02 
02/10/02 04/10/02 
10/09/02 11/09/02 
10/09/02 11/09/02 
10/09/02 11/09/02 
09/09/02 10/09/02 10/09/02 
Dove Corporation 10/09/02 15/09/02 
Droulers 09/09/02 10/09/02 10/09/02 


Select the desired guest name. 


Click PRE-BILLING. 


The Pre-Billing screen opens for the selected guest. 
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. )Pre-Billing Se®or Akashi Room: 120 Reservation No: 189 


Arrival: 10/09/02 Departing: 12/09/02 Persons: 1 Rate Code GROUP_A Balance: 0.00 EU 
Group: TAUO05-Tauck Tours Expected 
; (1) Akashi 0.00 af) 


[Aw | Department PB [Date Amount [Price Quantity [Supplement Reference "| 
i | 


Perera = 


i inte Capy 
_ Deposits | Reservation cara 
I 


Pastings eile Adjust & 


; hia Close | 
Options 


¢ \ i 


5. To accept a deposit, click DEPOSIT. (See step 5, page 220) 
OR 
Proceed with any other billing function. (See Chapter 2.) 


Deposit Adjustments 

In some circumstances, it may be necessary to make adjustments to an initial deposit: 
> A guest may make an additional deposit payment. 

> Allor part of a deposit may be returned to a guest. 

> A deposit may also be retained even though the guest never checked in. 


The sum of the returned and the retained portions of the deposit must be less than or 
equal to the total deposit received. 


To adjust a deposit: 
1. Click the CASHIER FUNCTIONS icon. 


& \' (eallea|Es)) 


Cashier Functions icon 


The Cashier Options toolbar appears. 
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_ ] Cashier Options 


Click RESERVATION DEPOSIT. 


The Reservation Deposit Payments Guest List appears. 


C}Reservation Deposit Payments als] ES 

[Rm T.|Arnival [Depart [Pers|Deposit [Due |Paid EUR|Paid$ [Paid Date |* 

99 VE 12. 0 

13/09/02 19/09/02 
osv/1o/o2 10/10/02 
10/09/02 12/09/02 
o2/io/o2 04/10/02 
1o/o9/02 11/09/02 
1o/o9/02 11/09/02 
10/09/02 11/09/02 
asvos/o2 10/09/02 10/09/02 
10/09/02 15/09/02 
asos/o2 10/09/02 10/09/02 


Select the desired guest name. 


Click PRE- BILLING. 


The Pre-Billing screen opens for the selected guest. 
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_— eS 
[ [Aw [Department PB [Date Amount [Price Quantity [Supplement Reference + B 
| | | | | [A 


Inia Capy, 


5. Click DEPOSIT. 
The Deposit options appear. 


6. Select the desired option: 
> Payment: Accept an additional amount. 
> Return: Deposit is returned and subtracted from the balance. 
> Retain: Deposit is retained and added to balance. 
> Abort: Closes deposit options without making any adjustment. 


If PAYMENT or RETURN was selected, the Deposit Payment dialog box for the 
selected guest opens. 
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[J Deposit Payment for (1) Akashi 


If RETAIN was selected, the Retain Deposit dialog box opens. 


« } Deposit Retain 


| 

| 

[iss] Retain Deposits | 

[50.00 [DepositRetain Cash} [800° 
[ s0.00° [a 
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10. 


11. 


12. 


13. 


14. 
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Although this dialog box contains many more fields than the Deposit Payment 
dialog box, the activated fields that need to be filled in are the same in both dialog 
boxes. 


In the Payment Department field, click on the down arrow to open the drop-down 
list, and select the payment method. 


> Ifyou are retaining a payment, the Payment Department is automatically 
selected: 


644: Retain Deposit 
Type in the Amount to be returned, retained, or added. 


If the deposit is paid by a travel agent whose commission is pre-paid, either type 
in the percentage for the Pre-Paid Commission, or type the amount in directly. 


Suite 7 calculates the Total Amount, which is the sum of the deposit and the 
commission. 


In the Reference # field you can type in a reference number (such as the check 
number). 


The Supplementary Info field is not present in the Deposit Retain dialog box. 


In the Supplementary Info field, you can enter the guest name and the 
confirmation number of the reservation. 


If you have selected a credit card as the payment method, the Supplementary Info 
field type becomes the Credit Card Number field. Type in the credit card number. 
(If the card number is recorded in the Reservation, it is entered automatically.) 


To change the Reservation Type, click the down-arrow and select the new 
Reservation Type. 


In the Window Number field, choose the number of the window where you want 
the deposit to appear once the guest checks in. 


If you want to print a receipt for the deposit, check the Print Receipt checkbox at 
the bottom of the dialog box. 


Click Post. 


The Deposit Payments dialog box closes, and the payment is displayed on the Pre- 
Billing screen. 


Deposits 


900 Mibeeet ener ta v fo 


50.00 


15. Click CLOSE. 


The Pre-Billing screen closes, and the deposit amount is displayed on the 
Reservation Deposit Payments listing. 


] Reservation Deposit Payments 


12/12/02 


[GoNece i [rat [Dep [eee ose [Penrose | J] 


17/12/02 


18/09/02 


19/09/02 


09/10/02 


BKN 02/10/02 


DTW 10/09/02 


10/10/02 


o4nio/o2 | 
11/09/02 


60.00 


10/09/02 


11/09/02 


10/09/02 


11/09/02 


09/09/02 


10/09/02 


10/09/02 


10/09/02 


15/09/02 


09/09/02 


10/09/02 


KFor oy + + B-- oo 


10/09/02 


16. Click CLOSE. 


Reservation Deposit Payments closes. 
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Cashier Closure 


Closing your Cashier 


When closing your cashier you need to ensure that the totals shown for each 
transaction type posted during your shift are correct, that the various currencies and 
checks in your cashier drawer tally with the closing balances as recorded by Suite 7. If 
everything is in balance, you can then you confirm your “Shift Drop”, close the cashier 
and print the daily reports. 


To perform cashier closure: 


1. Click the CLOSE CASHIER icon and login with your cashier number and password 
at the prompt. 


Close Cashier icon 


The Cashier Closure list appears, listing totals for each transaction type posted 
during your shift. 
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_ ] Cashier Closure -: Early Shift 


497.00 


Room Charge 5| 
Tax 

Extra Room Charge 
Breakfast 

Golden Nugget 

Caf, Jardin 

Jazz Club 

Havanna Bar 
Room Service 
Minibar 

Massage 
Telephone 

Laundry 


ee KE A SFM Hf MWe Ww 


2. To view the details of any type of transaction, select the transaction (by clicking 
on it once) and click DETAILS. To proceed without viewing details, go to step 5, 
page 235. 


The Journal for that department code opens, listing all charges posted. 


]Journal 


a Sn ee 


0.00| 0.00 
(Cash eine f 000 -1929.00 132742. 
DEPOSITS PAID (Cash) aso9/02 } 0.00 100.00 68.81 
Cash asvo9/02 i 0.00 25.00 17.20 
Cash as/o9/02 i 0.00, 22.50 15.48 
Cash ovov02 i 0.00 50.00 34.41 


3. To edit, split or delete a transaction, refer to “Editing a Journal Entry,” page 203. 
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Cashier Closure 


Click CLOSE to close the Journal. 


You return to the Cashier Closure dialog box. 


When ready, click OK. 


The Cashier Closure of <Your> Shift dialog box appears, showing the amounts of 
cash, checks and foreign currency that should be in your cash drawer (as recorded 
by Suite 7), including your starting balance. (The items in the list on the right 
side of Cashier Closure are explained in Table 29 on page 235, below.) 


_ ] Cashier closure of Early Shift |. (O} x| 
Cash (DM) Beginning Balance 500.00 
Check 5.109.00 + Received Today 6,031.50 
US Dollar 187.86  273.00inDM + Over 0.00 
English Pounds j 62.62 94.00 in DM SEEMS ufebt 

Shift Drop 6,031.50 
The amounts above should be the exact amounts in your 
cash drawer including your starting balance. 
Please count all your cash and checks. 
Ifthey match the above amounts, simply press Ok. k 
If they do not match, then type in the amounts of Erint ie) Abort 
cash and checks which you do have. JS ® 


Table 29:Cashier Closure Items 


This Item... 
Beginning Balance 


Received Today 


Short/Over 


Shows this... 


The amount of cash (cashier float) that was in your cashier drawer 
when you began your shift today. 


The total amount of cash, checks, and foreign currency you 
received today. This figure contains all foreign currency converted 
into your local currency. 


“Short” appears only if the amount in your cash drawer is /ess than 
the amount Suite 7 recorded that you received. Suite 7 calculates 
the shortage amount for you. Next to the word Short is the 
difference between the amount in your drawer and the amount you 
should have. 


“Over” appears in all other cases. When the amounts in your cash 
drawer is the same as Suite 7 recorded and entered on the left of 
the dialog box, the Over is zero. If your cash drawer contains more 
than it should, Over indicates how much. 
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This Item... Shows this... 

Minimum Stock The amount of cash (cashier float) you must have in your cashier 
drawer when you close your cashier. (Same as the Beginning 
balance.) 

Shift Drop The amount you must deposit in the safe when you close your 
cashier. 
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The “Shift Drop” equals: Beginning Balance + Received Today + 
Over — Minimum Stock. 


Count the various currencies and checks in your cash drawer, and verify that the 
totals agree with the totals shown on the Cashier Closure dialog-box. 


If the amounts in the cash drawer are not the same as those shown on the Cashier 
Closure dialog box, type in the amounts that are actually in your drawer. (For 
foreign currency amounts, enter the foreign currency value, not the local 
equivalent.) Suite 7 automatically tells you how much you are “Over” or “Short” 
(see Table 29, above) and recalculates the Shift Drop. 


Note: Policy regarding the recording of cashier overs/shorts varies from 
hotel to hotel. 


When ready, click OK. 


You are prompted to confirm that the amount shown tallies with the amount in 
your cash drawer. 


Confirmation x| 


( > Check Shift Drop before closing 
© Are you in balance? 


Do one of the following: 


> Ifyou are not in balance, click No to return to the previous dialog box, and 
then type in the exact amounts. 


> Ifyou are in balance, click YES. 


The prompt closes and a confirmation dialog box appears. 


Cashier Closure 


Micros-Fidelio Front Office 


i) Cashier Closed. 


10. Click OK. 


Your cashier is closed and you are asked if you want to print out the Reports. 


Confirmation x| 


(2) Print Reports? 


11. Click YES, to print out a copy of today’s Reports for the auditor. 


Today’s Reports are printed out. 


Sample Cashier Report 


On the following pages you will find a sample print out of the seven-page Cashier 
Report. Table 30 summarizes the structure of the Suite 7 Cashier Report. 


Table 30: Cashier Report Breakdown 


Page... Consists of... 


1 Totals for Cash, Check, Foreign Currency and Paid Outs 
Totals for Credit Cards 
Total for City Ledger 
GRAND TOTAL RECEIPTS 
Breakdown of Foreign Currency Exchange 


Details of all Cash Received / Paid 
Check Listing 

Foreign Currency Listing 

All Credit Card payments 

City Ledger 

Paid Outs 


Cashier Report, Page 1: Totals, Grand Total, and Foreign Currency breakdown 


N Oo FP W DY 
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Cashier Closure of ET 

Date 13/09/99 

Cashier No. 8 

Cashier NOT closed 

Opened 14:47 

Closed 15+35 

Text Posting Amount 


Cash 971. 
Check 860. 
Foreign Exchange 947. 
Less Paidouts 953. 


Total Cash 
American Express 
Diners Club 

Visa Card 


Total Credit Cards 


City ledger 


Total City Ledger 


GRAND TOTAL 


Breakdown of Foreign Currency Exchange 
Currency Foreign 


US Dollar 1 572.81 
Japanese Yen 10 000.00 
French Franc 300.00 
Dutch Guilder 100.34 
EURO 631.53 
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Cashier Closure 


Cashier Report, Page 2: Details of all Cash Received / Paid 


Cashier Report 
Cashier No. 8 Page 
Date 13/09/99 Time 


jme Text Supplement Room Name Amount Balance 


Starting Balance 0.00 
15:04 Curr.Buy: JaCurrency Exchange PASSANT -18.62 -18.62 
5:05 Curr.Buy: FrCurrency Exchange PASSANT -89.46 -108.08 
:06 Cash (Check 3123000 2356 PASSANT 00 -208.08 
:13 Paidout Paid-out 130 Norton PASSANT 00 -358.08 
:14 Cash 226 Warner 00 2 641.92 
:14 Paidout Paid-out 226 Warner PASSANT -50 3 045.42 
16 Paidout Paid-out 226 Warner PASSANT 00 2 238.42 
:21 Paidout Paid-out 223 Server PASSANT 00 1 838.42 
:29 Cash 9006 F1D2205 00 11 878.42 
:31 Cash 116 Cameron -00 12 018.42 


15:35 Shift Drop Cash CASHIER 42 0.00 


Starting Amount DM 0.00 
Total income in DM 13 180.00 
Total expenses in DM 13 180.00 


Balance 0.00 


Cashier Report, Page 3: Check Listing 


Check Listing 
Cashier No. 8 Page 
Date 13/09/99 Time 


Time Text Supplement Room Name Credit Debit ID 


14:59 Check 119 Bush 2 760.50 ET 
15:06 Check (Check3123000 2356 PASSANT 100.00 ET 
15:35 Shift Drop Check CASHIER 2 860.50 ET 


Balance Checks 
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Cashier Report, Page 4: Foreign Currency Listing 


Foreign Currency Listing 
Cashier No. 8 
Date: 13/09/99 Time: 15:36 


Text Room Dept Amount Rate Credit 


US Dollar 315 951 1 572.81 611037 2 574.00 
Shift Drop US Dol 1CASHIER 951 -1 572.81 611037 2 574.00 
Curr.Buy: Ja PASSANT 953 10 000.00 056928 18.62 
Shift Drop JapanesCASHIER 953 -10 000.00 056928 18.62 
Curr. Buy: Fr PASSANT 954 300.00 353454 89.46 
Shift Drop French CASHIER 954 -300.00 353454 89.46 
Dutch Guilde 9003 955 100.34 127416 89.00 
Shift Drop Dutch GCASHIER 955 -100.34 127416 89.00 
EURO 315 959 631.53 537047 1 175.93 
Shift Drop EURO CASHIER 959 -631.53 0.537047 1 175.93 


Balance Foreign Currency DM 


Cashier Report, Page 5: Credit Cards 


Credit Cards 
Cashier No. 8 Page 
Date 13/09/99 Time 


Time Text Supplement Room Name Credit Debit ID 


15:03 American Exp374282301511004 12/0111 Barnes 2 104.39 ET 
15:30 Diners Club 3643 295 001 0010 12/9116 Cameron 4 576.00 ET 
15:00 Visa Card 4929 942 207 214 12/9115 Broadhurst 377.05 ET 
15:02 Visa Card 4929 942 207 214 12/9115 Broadhurst 4 380.00 ET 


Total Credit Cards 
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Cashier Report, Page 6: City Ledger 


City Ledger 
Cashier No. 
Date 


Time Text 


8 


13/09/99 


Supplement 


Page 
Time 15:36 


Room Name Dept 


15:03 City ledger 


221 Brewster 903 


Cashier Closure 


Credit Debit ID 


3 117.94 ET 


Total City Ledger 


3 117.94 


Cashier Report, Page 7: Paid Outs 


Paid - Outs 
Cashier No. 
Date 


Time Text 


8 
13/09/99 


Supp] ement 


Name 


Credit Debit ID 


15:13 Paidout 
15:14 Paidout 
15:16 Paidout 
15:21 Paidout 


Limo Trip 
refund 

226 Warner 
Safe Deposit 


Norton 
Server 
Walker 
Server 


150.00 ET 

EL 
807.00 ET 
400.00 ET 


Note: If there are no transactions in a particular category, that page 
does not print out. For example, if no checks are received in a shift, the 
cashier report for that shift will not include page three. 
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Euro / Dual Currency Screens 


The basic features of the Euro and Dual Currency versions of Suite 7 are described in 
“Euro Compliant and Dual Currency Versions,” page 9 


In this Appendix you will find examples of dialog boxes that differ—in the Euro or 
Dual Currency version—from those of the Standard version, which are shown 
throughout the chapters of this manual. 


The Billing Window 


The two radio buttons in the bottom left-hand corner of the Billing window toggle the 
Balance and all postings between local currency and Euro. 


23 Large room 


Arr Department Date Amount [Price 


ry 
r 
a 
r 
a 
ir 
Fe 
r 
= 
- 
fF 
sf 
a 
Fy 
iz 
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Postings 
If either the Dual or Euro currency parameters are ON, all postings will be registered 
in both the base and parallel currency. All billings and postings can be made in local, 
Euro or foreign currency. 
Manual Posting 
There are three radio buttons for Local, Euro and Foreign currency. 


When local or Euro are selected the Foreign currency field is blank. When the Foreign 
radio button is selected, the foreign currency field is activated and you select the 
required currency from the drop-down list. 


Olnife) 


erinieni iia) 


Batch Post 


There are three radio buttons on the Batch Post dialog box so you can select either 
local currency or Euro with a single click. Other currencies (as in the standard version) 
are selected from the Foreign (currency) drop-down list. 


When you type in the amount and press [Tab] the amount is displayed in Base and 
Parallel currencies. 
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Euro / Dual Currency Screens 


_ ] Batch Post 


Split an Amount 


When splitting an amount you can select local currency or Euro. 


~~ ] Split Amount 


Adjustments 


When posting an adjustment, you select the local currency or Euro radio buttons. 
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~ ] Adjustments 


20708793 


Discount on 400.00 (200) 


Payment For 
If the parameter “Allow Invoice in Foreign Currency” is ON, the Payment for dialog 
box allows you to select Folio currency. 


~ ] Payment for (1) Delinski 


[953]J apanese mc #8€=§=6— | 


[953]Japanese Yen 


ses | TF | 
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Edit Fixed Charges 


Euro / Dual Currency Screens 


You can choose to define a fixed charge in local, Euro or foreign currency. When you 
click [Tab] the equivalent amounts are displayed in local currency and Euro. 


> J Edit Fixed Charges 


Journal 


The Journal has two Debit and two Credit columns, as well as two Total fields, for local 


currency and Euro. 


© JJournal 

Room cL A 

107 230 Ja ub 
Room Service 


09/09/99 


150.00 


0.00 


Room Service 


09/09/99 


111.00 


0.00 


Room Service 


09/09/99 


-111.00 


0.00 


Mineral Water 


09/09/99 


6.00 


0.00 


Cash 


09/09/99 


0.00 


1929.00 


Cash 


09/09/99 


0.00 


-1 929.00 


DEPOSITS PAID (Cash) 


09/09/99 


0.00 


100.00 


Check 


09/09/99 


0.00 


1929.00 


DEPOSITS PAID (Check) 


09/09/99 


0.00 


100.00 


Advance Payment 


09/09/99 


0.00 


50.00 
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Exchange Rate Difference 


Exchange Rate Differences will occur from time to time in the standard version of 
Suite 7, not only in the Dual or Euro versions. 


g Mr. William Andrews Room: 205 
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Index 


Accelerator keys, 13 
Accessing print tables, 32 
Accounts receivable, 166 
Adjusting charges after posting 
Deleting a charge, 73 
Department charges in a folio, 69 
Editing a transaction, 67 
Manual posting, 66 
Room rate, 71 
Splitting a charge, 74 
Adjustments 
Posting, 245 
Advance billing, 163 
Allowance 
Routing, 133 
Arrivals 
Control key, 13 
Arrivals/Stayovers/Departures, 17 
Control key, 14 
Authorization Rule 
Alter authorization method, 129 
Authorize additional amount, 130 
Authorize direct billing, 167 
Availability 
Detailed Availability, 16 


Control key, 13 

Batch Folio button, 207 

Batch folios 
Printing, 207 
Radio buttons, 208 

Batch post, 244 

Batch posting:, 56 

Billing 
Advance, 163 
Cancel direct authorization, 121 
Control key, 13 
Creating an additional folio, 77 
Drag and drop transfers, 103 
Guest Bill details, 42 
Interim, 158 
Introduction, 35 
Message window options, 43 
Messages to a guest, 43 
Opening a guest's bill, 35, 40 


Opening additional bills from an open 
bill, 46 


Opening multiple bills, 44 

Pop-up menu options, 109 

Printing copy of a folio, 106 
Reinstating a checked-out guest, 142 
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Re-opening a bill, 42 Calculator, 17 
Returning charges, 104 Calculating a result, 179 
Transferring all charges, 97 Closing, 180 
Transferring balances, 95 Control key, 14 
Transferring charges, 89 Currency conversion, 180 
Transferring charges between windows, Opening, 178 

88 


Operating, 179 
Transferring from all group rooms, 100 


Window buttons, 108 
Billing Menu Items, 110 
Billing window, 2438 


Pasting a result, 180 
Calendar, 17 

Control key, 14 
Cash 


Bile. doycO pions Transferring from/to House Bank, 215 


Authorize direct billing, 120 
Check-out Options, 113 


Cashier closure 
Functions, 235 


Consolidating charges from one Icon, 233 


department, 137 
Performing, 233 


Report, 237 
Cashier Options toolbar, 213 


Credit card functions, 128 
Fixed Charges, 115 

Folio Styles, 122 

Package Options, 132 
Pay Only, 141 

Personal Info, 145 

Phone details, 126 


Summary of functions, 214 
Cashier report, 237 
Cashier reports 
View, 193 
Cashier status 
Button, 211 
Checking, 211 
Dialog box, 212 
Cashing a check, 176 


Posting changes, 127 

Preview Folio, 125 

Reinstate a checked-out guest, 142 
Summary of billing options, 114 
Update a guest profile, 141 


Billings itl Checking and updating changes, 136 


Check-out 
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Early departures, 161 


For guests with zero balance (quick), 
157 


On the scheduled departure date, 147 

Quick, 154 

Reinstating a checked-out guest, 142 

Without closing guest’s bill, 153 
Check-out options, 113 

Consolidate, 137 

Credit card functions, 128 

Fixed charges, 115 

Folio styles, 122 

Package Options, 132 

Update a guest profile, 141 
Check-out Options 

Summary, 114 
City ledger 

Check-out, 166 
Clearances, 75 

Entering, 75 


Consolidate charges from one 
department, 137 


Control keys 
Arrivals, 13 
Arrivals/Stayovers/Departures, 14 
Billing, 13 
Calculator, 14 
Calendar, 14 
Control Panel, 14 


Detailed Availability, 13 
Editing 

Copy, 13 

Cut, 14 

Paste, 14 
Floor Plan, 13 
Groups, 14 
House Status, 14 
Information Book, 14 
In-House, 14 
Internal Use, 14 
Messages, 14 
New Reservation, 14 
Occupancy Graph, 14 
Postings, 13 
Quick Keys, 14 
Rate Plan Query, 14 
Room Rack, 14 
Room Search, 14 
Telephone Operator, 14 
Update Reservation, 14 


Control Panel, 16 


Control key, 14 


Creating an additional folio, 77 


Credit card functions, 128 


Index 


Alter the authorization method, 129 


Authorize a higher amount, 130 
Enter an approval code, 128 


Currency conversion calculator 


Page 251 


Suite 7 Cashiering Manual 


Closing, 182 Cancel authorization, 121 
Opening, 181 Check-out to City ledger, 166 
Operating, 181 Displaying corresponding screens and 


Currency Conversion Calculator dialog boxes 


Ciimeniey Convert Calvalatan1s Using the blue drill down arrow, 20 


Giitenevexchanes Using the buttons, 21 


Giedlatet 178 Drag and drop transfers, 103 


Rechanwe sates, 169 Dual Currency version, 10 


Date field: 18 Early departures, 161 


Changing a date using the calendar, 19 Hie excel nerer sen! 


Selecting a range of dates using the Berane 
calendar, 19 Copy control key, 13 
Typing a new date, 19 Cut control key, 14 
Date From and Date To, 202 Paste control key, 14 
Deleting a charge, 73 Editing a transaction, 67 
Department code Enter Approval Code radio button, 128 
View today’s transactions, 200 Euro version, 9 
Deposit Adjustments, 226 Euro/Dual currency screens, 243 
Deposits Billing window, 243 
Accepting, 219, 224, 226 Edit fixed charges, 247 
Adjustments, 226 Exchange rate difference, 248 
Retain, 226 Journal, 247 
Return, 226 Postings, 244 
Dialog boxes Exchange 
Grid Print dialog box, 28, 24 Cashing a check, 176 
Table Print dialog box, 24 Exchange foreign currency for cash, 174 
Table Print dialog box, 29 Exchange Rate Actions 
Direct billing, 165 Radio buttons, 182 
Authorize, 167 Exchange rate difference, 248 
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Exchange rates, 169 
Editing, 173 
Entering, 171 
Functions, 170 
Viewing, 169 
Exclude, 200 
Fixed charges 
Deleting, 119 
Dialog box, 115 
Editing, 117 
Enter items as fixed charges, 115 
Floor Plan, 17 
Control key, 13 
Folio history button, 206 
Folio styles, 122 
Selecting, 122 
Summary, 123 
Foreign currency exchange 
Conversion calculator, 180 
Editing exchange rates, 173 
Exchange rates, 169 
Exchange rates functions, 170 
Exchanging for cash, 174 
Grid Print dialog box, 28, 24 
Groups 
Control key, 14 
Guest, 43 
Guest Bill details, 42 


Guest messages, 43 


Index 


Guest Search Options, 44 
Hotel Cashier, 216 
Hotel Cashier button, 216 
House Bank, 214 
House Bank button, 215 
Transfer cash from/to, 215 
House Bank and Hotel Cashier, 213 
House Status, 17 
Control key, 14 
Information Book, 17 
Control key, 14 
In-House 
Control key, 14 
Interim billing, 158 
Internal Use 
Control key, 14 
Journal, 247 
Deleting an entry, 205 
Editing an entry, 203 
Journal functions, 203 
Splitting an entry, 204 
Journal criteria 
Defining search, 198 


View Journal for date other than today, 
201 


View today's transactions for specific 
reference number, 201 


View today's transactions for specific 
room(s), 201 


Journal criteria dialog box 
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Accessing, 196 
Defining for search, 198 
Multiple search criteria, 202 


View today's transactions by cashier, 
199 


View today's transactions by 
department, 200 


Log Book, 17 
Logging in 
Login screen, 34 
Logging out, 34 
Main menu screen, 11 
Manual post, 244 
Manual posting 
Dialog box options, 51 
Post a charge, 51 
Several guests, 53 
Manuals 
Suite 7 Configuration Manual, 18 
Maximum Availability, 17 
Message window options, 43 
Messages 
Control key, 14 
Multiple guest bills 
Opening, 44 


Navigation keys, 13 
Accelerator keys, 13 
Control keys, 13 
Quick Keys, 16 
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Shortcut keys, 13 
Occupancy Graph, 17 
Control key, 14 
Package Options 
Buttons, 132 
Cancel routing, 136 
Checking and updating changes, 136 
Displaying routings, 135 


Reservation Packages dialog box 
buttons, 133 


Reservation Packages dialog box fields, 
133 


Route, 132 
Routing the allowance, 133 


View elements for which an allowance 
has been created, 132 


Partial settlement 
Passer By account settlement, 191 
Passer By, 1838 
Partial settlement, 191 
Pay later, 191 
Posting a charge, 183 
Single payment settlement, 188 
Two payment methods, 190 
Pay later 
Passer By account settlement, 191 
Pay Only, 141 
Payment 
Cancel direct billing authorization, 121 


Close without payment, 192 


Early departures, 161 
In advance, 163 
On a guest folio, 158 


Posting a cash payment to a hotel 
account, 216 


Payment for 
Posting, 246 

Payments and Check-out, 147 
Advance billing, 163 


Checking out on the scheduled 
departure date, 147 


Checking out without closing guest’s 
bill, 153 


Direct billing, 165 
Early departures, 161 
Interim billing, 158 
Quick Check-out, 154 
Personal Info button, 145 
Phone details, 126 
Pop-up menu options 
Billing, 109 
Posting 
Adjusting charges, 66 
Posting and Billing 


Adjusting and Modifying charges after 
posting, 66 


Clearances, 75 

Introduction, 35, 76 

Navigation, 35, 40 

Posting charges to a guest’s bill, 48 


Index 


Posting multiple charges, 53 
Printing copy of a folio, 106 


Summary of Billing Window Buttons, 
108 


Summary of postings menu buttons, 
111 


Summary of the billing pop-up menu 
options, 109 


Transferring charges between bills, 89 


Transferring charges between windows, 
88 


Working with two or more bills, 44 


Posting changes, 127 


Posting charges 


Batch posting, 56 

From Billing window, 48 
Manual posting, 51 
Multiple, 53 


Postings, 244 


Adjustments, 245 
Batch post, 244 
Control key, 13 
Manual post, 244 
Payment for, 246 
Split an amount, 245 


Postings button, 196 
Postings Menu buttons, 111 
Pre-Arrivals, 39 
Pre-Billing, 41, 109, 224 
Preview Folio, 125 
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Previewing 
Preview print table screen, 29 
Preview print table screen, 30 
Previewing before printing, 29 
Print button, 22 
Print pop-up, 22 
Printing 
By clicking Right mouse button, 22 
Clicking the print button, 22 
Previewing before printing, 29 
Screens and dialog boxes, 22 
Table Print dialog box, 23, 29 
Using print pop-up, 22 
Printing a folio 
Alternate format, 107 
Standard format, 106 
Printing format options table, 27 
Quick Check-out, 154 
Guests with zero balance, 157 
Quick Keys 
Control key, 14 
Main menu screen, 16 
Rates 
Rate Plan Query, 17 
Control key, 14 
Receivables, 12 
Reinstate button, 142 
Reports, 193 
Accessing the journal, 196 
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Cashier reports, 193 

Checking cashier status, 211 
Editing a Journal entry, 203 
Multiple search criteria, 202 
Printing a batch of guest folios, 207 
Retrieving a folio from History, 206 


View Journal for date other than today, 
201 


View today's transactions by cashier, 
199 


View today's transactions by 
department, 200 


View today's transactions for a specific 
reference number, 201 


View today's transactions for specific 
room(s), 201 


Reservation Deposit button, 219, 224, 226 
Reservation Deposits 
Accepting, 219, 224, 226 
Reservation Package 
Dialog box buttons, 133 
Dialog box fields, 133 
Reservations 
New Reservation 
Control key, 14 
Update Reservation 
Control key, 14 
Returning charges to original bill, 104 
Room Rack, 17 
Control key, 14 


Room rate adjustment, 71 
Room Search, 17 
Control key, 14 
Routing 
Cancel routing of package charges, 136 
Displaying, 135 
Routing Charge Options, 87 
Routing charges, 76 
Creating an additional folio, 77 
Routing the allowance, 133 
Saving print tables, 31 
Screens 
Login screen, 34 
Preview print table screen, 29 
Preview print table screen, 30 
Quick Keys main menu screen, 16 


Suite 7 Front Office main menu screen, 
11 


Search Options, 44 

Shortcuts, 9 

Splitting a charge, 74 

Splitting an amount 
Posting, 245 

Suite 7 Calculator 
Calculating a result, 179 
Closing, 180 
Opening, 178 
Operating, 179 
Pasting a result, 180 
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Suite 7 Cashiering 


Billing. See Billing 


Cashier Functions. See Cashier 
Functions 


Close Cashier. See Close Cashier 

Dual Currency, 10 

Euro version, 9 

Introduction, 9 

Logging in, 10 

Passer-by. See Passer-by 

Postings. See Postings 

Quick Check-Out. See Quick Check-Out 
Receivables. See Receivables 

Shortcuts, 9 


Travel Agency Processing. See Travel 
Agency Processing 


Table Print dialog box, 23, 24, 29 


Accessing a file, 32 

Enter text in Page page, 26, 29 
Enter text into Report page, 28, 29 
Saving to a file, 31 


Tables 


Button colors table, 22 
Control keys table, 13 


Preview print table screen command 
buttons table, 30 


Quick Keys main menu icons table, 16 
Shortcut keys table, 14 
Table Print dialog box 

Command buttons table, 25 
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Table Print dialog box, Format tab, 27 
Telephone Operator, 17 

Control key, 14 
Transaction journal 

Accessing, 196 
Transferring balances, 95 

To a different guest's bill, 95 


Transferring cash from/to House Bank, 
215 


Transferring charges, 89, 97, 100 
Between windows, 88 
Drag and drop, 103 
From one guest to another, 90 
Returning to original bill, 104 
To a different guest's bill, 91 
Travel Agency Processing, 12 
Two payment methods 
Passer By account settlement, 190 
Update a guest profile, 141 
Window buttons 
Billing, 108 
Zipped out, 152 
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